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Budget Schedule 
Date Item 

Wednesday, 

December 14, 

2022, to Thursday 

December 15, 

2022 

Budget system (BFM) virtual training sessions on Microsoft Teams. Available in the Employee 

Portal eLearning after this! 

December 20, 

2023 
BFM opens to Departments. 

January 2022 Optional 1:1 training sessions with BAD analysts and their own departments. 

Friday, January 

20, 2023 

Technology Project Proposals due to COIT through SharePoint for all IT projects greater than 

$100,000. 
 
GFS capital and NGFS Capital projects that go through CPC are to be submitted in the budget 

system. 

Tuesday, February 

21, 2023 

5 PM 

1. Charter-mandated due date for all departments to submit their budgets. All forms should be 

ǎǳōƳƛǘǘŜŘ ǘƻ ǘƘŜ aŀȅƻǊΩǎ .ǳŘƎŜǘ hŦŦƛŎŜ όa.hύ ŀƴŘ ǘƻ ǘƘŜ /ƻƴǘǊƻƭƭŜǊΩǎ ƻŦŦƛŎŜ ŜƭŜŎǘǊƻƴƛŎŀƭƭȅΣ ŀǎ 

both PDFs and in Excel. 

2. Links to department budget submissions will be ǇƻǎǘŜŘ ƻƴƭƛƴŜ ƻƴ ǘƘŜ /ƛǘȅΩǎ ōǳŘƎŜǘ ǿŜōǎƛǘŜΣ 

https://sf.gov/topics/budget per ordinance 191072. 

3. CƭŜŜǘ ǊŜǉǳŜǎǘǎ ŀǊŜ ŘǳŜ ǘƻ a.h ŀƴŘ /ƛǘȅ !ŘƳƛƴƛǎǘǊŀǘƻǊΩǎ hŦŦƛŎŜ ǘƘǊƻǳƎƘ ōǳŘƎŜǘ ŦƻǊƳǎ 

4. Non-fleet equipment requests are due through budget forms to MBO 

5. All non-General Fund Support capital projects funded should be loaded by departments into the 

budget. 

Monday, May 1, 

2023 

All budget-ǊŜƭŀǘŜŘ ƭŜƎƛǎƭŀǘƛƻƴ ŘǳŜ ǘƻ ǘƘŜ aŀȅƻǊΩǎ hŦŦƛŎŜΣ ŀƪŀ άǘǊŀƛƭŜǊέ ƭŜƎƛǎƭŀǘƛƻƴ ǎǳŎƘ ŀǎ ŦŜŜ 

legislation. 

Thursday, June 1, 

2023 
Mayor's Proposed Citywide Budget is introduced to the Board of Supervisors. 

Friday, July 28, 

2023 
Last day for Board of Supervisors to adopt the two-year budget. 

Friday, August 25, 

2023 
Department Budget Certification Letters are due to the Controller and Mayor. 

 
 
 
  

https://sf.gov/topics/budget
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FY 2023-24 and 2024-25 Key Dates for Department Budget Development: 
Sunday  Monday  Tuesday  Wednesday  Thursday  Friday  Saturday  

1 JANUARY  2 HOLIDAY  3 

Subsetting 

request due by 

noon  

4 5 

Subsetting 

request due by 

noon  

6 7 

 

8 9 10  

Subsetting 

request due by 

noon  

11  12  

Subsetting 

request due by 

noon  

13  14  

15 16   

HOLIDAY  

17  

Subsetting 

request due by 

noon  

18  19  

Subsetting 

request due by 

noon  

20  

 

COIT and 

Capital 

proposals are 

due by 5 pm  

 

21  

22  23  24  

Subsetting 

request due by 

noon  

25  26  

Subsetting 

request due by 

noon  

27  28  

29  30  31  

Subsetting 

request due by 

noon  

1 FEBRUARY 2 

Subsetting 

request due by 

noon  

3 4 

5 6 7 

Subsetting 

request due by 

noon  

8 9 

Subsetting 

request due by 

noon  

10  11  

12  13  

Subsetting 

request due by 

noon  

14  

Subsetting 

request due by 

noon  

LAST DAY TO 

REQUEST NEW 

PSOFT CODES 

 

 

15  

Subsetting 

request due by 

noon  

16  

Subsetting 

request due by 

noon  

17  

LAST 

Subsetting 

request - due 

by noon  

18  

19  20  

HOLIDAY  

21  

 

Department õs 

budget 

submission is 

due to the 

Mayor  and 

Controllerõs 

Offices  by 5 pm  

22  23  

 

 

24  25  
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Department Budget Submission Checklist 
 
To be completed by: All departments. 

 
Instructions: Submit this completed cover sheet with your budget submission and ensure all applicable forms below are 
included with your submission.  
 
Department Name: _______________________________________________ 
Ã Summary of Major Changes: /ƻƳǇƭŜǘŜŘ άCƻǊƳ м!Υ {ǳƳƳŀǊȅ ƻŦ aŀƧƻǊ /ƘŀƴƎŜǎέ ŜȄǇƭŀƛƴƛƴƎ ƳŀƧƻǊ ŎƘŀƴƎŜǎ 
ǎǳōƳƛǘǘŜŘ ƛƴ ŘŜǇŀǊǘƳŜƴǘΩǎ ōǳŘƎŜǘ ǇǊƻǇƻǎŀƭΦ  

Ã Proposed GF target reductions 
Ã Department Budget Summary: Completed "Form 1B: Department Budget Summary". The submission 

includes a copy of report # 15.50.012.  

Ã Revenue Report: /ƻƳǇƭŜǘŜŘ άCƻǊƳ н!Υ wŜǾŜƴǳŜ wŜǇƻǊǘΦέ όмрΦолΦллр {ƴŀǇǎƘƻǘ /ƻƳǇŀǊƛǎƻƴύ 

Ã Fees & Fines:  /ƻƳǇƭŜǘŜŘ άCƻǊƳ н.Υ CŜŜǎ ϧ CƛƴŜǎΦέ 

Ã Cost Recovery: /ƻƳǇƭŜǘŜŘ άCƻǊƳ н/Υ /ƻǎǘ wŜŎƻǾŜǊȅΦέ  

Ã Expenditure Changes: /ƻƳǇƭŜǘŜŘ άCƻǊƳ о!Υ 9ȄǇŜƴŘƛǘǳǊŜ /ƘŀƴƎŜǎΦέ όмрΦолΦллр {ƴŀǇǎƘƻǘ /ƻƳǇŀǊƛǎƻƴύ 
Ã 5ŜŀǇǇǊƻǇǊƛŀǘƛƻƴǎ ŦǊƻƳ ǇǊƛƻǊ ȅŜŀǊǎΩ ōǳŘƎŜǘ ς indicate if these are included in your submitted budget, and please 

explain in the expenditure changes form 3A 
Ã Position Changes: Completed άCƻǊƳ о.Υ tƻǎƛǘƛƻƴ /ƘŀƴƎŜǎΦέ όмрΦолΦллп tƻǎƛǘƛƻƴ {ƴŀǇǎƘƻǘ /ƻƳǇŀǊƛǎƻƴύ 

Ã Equipment & Fleet: New General Fund Equipment (Form 4A) and Fleet Requests (Form 4B) to be made in BFM. 

Ã Minimum Compensation Ordinance: By checking this box, the department confirms that the effects of the MCO in 
contracting have been considered as part of the budget submission. (See p. 9) 

Ã Proposition J Description, Summary, City Cost, Contract Cost: Required for all existing and new Prop Js. 

Ã Interdepartmental Services Balancing: Included Excel download of Department - IDS Form Balancing Report from 
BFM Reporting.  

Ã Organizational Charts: Submission contains updated position-level organizational charts for your department, with 
indication if the position is filled (F) or vacant (V). Organizational charts also reflect any proposed position changes. 

Ã New Legislation:  
Ã Included draft legislation that department would like to submit with the budget; or, 
Ã Draft legislation in progress at this time. A description of the proposed changes is included in the 
ά{ǳƳƳŀǊȅ ƻŦ aŀƧƻǊ /ƘŀƴƎŜǎέ ǘŀōƭŜΦ ! ŘǊŀŦǘ ǿƛƭƭ ōŜ ǇǊƻǾƛŘŜŘ ǘƻ ǘƘŜ aŀȅƻǊΩǎ hŦŦƛŎŜ ōȅ 3/31/23 and final 
submission by 5/1/23. 

Ã Other Requests: Submitted requests for the following items:  
Ã COIT (through separate forms ς see page 31 of these instructions) 
Ã Capital ς CPC funded capital requests are made through the budget system, BFM by 1/20/23. 

 
For Chief Financial Officer/Budget Manager: 
I have reviewed the attached budget submission and affirm that all applicable forms checked off above are included in my 
ŘŜǇŀǊǘƳŜƴǘΩǎ ōǳŘƎŜǘ ǎǳōƳƛǎǎƛƻƴ or have been submitted through the proper online forms.  
 
Full Name:  _______________________________________________________ 
 
Signature: ________________________________________________________ 
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Introduction ς User Guide 
 
This document contains the Mayor's Office policy instructions, technical instructions, and submission forms for 
preparation of the FY 2023-24 (BY) and FY 2024-25 (BY+1) budgets. 
 
The document is divided into five major parts: 
 
Section I ς New Instructions: Outlines key changes to look for in this yearΩǎ instructions. 
 
Section II - Mayor's Office Policy Instructions: Outlines the Mayor's Office policy instructions for the 
development of the budget. 
 
Section III - Budget Submission Forms and Instructions: Provides the required budget forms. 
 
Section IV - Technical Instructions: Outlines the organization of the budget process and highlights changes 
from last yearΩǎ budget instructions. 
 
Section V - Appendices: Provides additional policies, processes, and forms to help departments complete 
budget submissions. 
 
Looking for more information? Go to the Budget System home page, Budget Formulation & Management (BFM), 
for electronic versions of Instructions and Budget forms, and other helpful links: 

 
For questions concerning the MayorΩǎ hffice Policy Instructions, contact ȅƻǳǊ ŘŜǇŀǊǘƳŜƴǘΩǎ ŀƴŀƭȅǎǘ ƛƴ the 
MayorΩǎ .udget Office. For questions concerning technical guidance and/or using the budget system, contact 
ȅƻǳǊ ŘŜǇŀǊǘƳŜƴǘΩǎ ŀƴŀƭȅǎǘ ƛƴ the Controller's Budget Office. Your departmenǘΩǎ designated analysts in the 
MayorΩǎ Budget Office, Controller's Budget OfficeΣ ŀƴŘ /ƻƴǘǊƻƭƭŜǊΩǎ !ŎŎƻǳƴǘƛƴƎ hǇŜǊŀǘƛƻƴǎ ŦǳƴŘ ŀŎŎƻǳƴǘŀƴǘǎ ŀǊŜ 
listed in Appendix I at the end of this document. 
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New Instructions & Key Reminders 
   

Changes to Instructions 
 
Form 1A updates:  CƻǊƳ м! Ƙŀǎ ōŜŜƴ ǳǇŘŀǘŜŘ ǘƻ ƛƴŎƭǳŘŜ ƭŀƴƎǳŀƎŜ ǘƘŀǘ ŘŜǎŎǊƛōŜǎ Ƙƻǿ ŘŜǇŀǊǘƳŜƴǘǎΩ ǇǊƻǇƻǎŀƭǎ ǿƛƭƭ 
meet the general fund targets and what current year positions and vacancies are reflected in the final budget 
ǎǳōƳƛǎǎƛƻƴΦ DƛǾŜƴ ǘƘƛǎ ōǳŘƎŜǘ ŎȅŎƭŜΩǎ ŦƻŎǳǎ ƻƴ Ƴŀƛƴǘŀƛning core service delivery while meeting target, these 
questions seek to understand how departments are prioritizing current operations while making responsible 
adjustments. 
 
Form 2B update: New! In the FY 2023-24 and FY 2024-25 budget cycle, the /ƻƴǘǊƻƭƭŜǊΩǎ hŦŦƛŎŜ ǿƛƭƭ ōŜ ǳǎƛƴƎ CƻǊƳ 
2B as the basis for its annual fee certification process. We will certify fee levels by April and May of each year, in 
parallel with the compilation of the Master Fee Schedule, so that changes in the fee levels can be fully reflected 
in the revenue budgets. Please carefully read the related updates in the instructions for the updated form 2B. 
 
Department Request Stage Use of 519010 Account ςDepartments will need to remove use of the 519010 account 
in their ǇǊƻǇƻǎŜŘ ōǳŘƎŜǘǎΣ ŀǎ ǘƘƛǎ ƛǎ ǊŜǎŜǊǾŜŘ ŦƻǊ /ƻƴǘǊƻƭƭŜǊΩǎ hŦŦƛŎŜ ōŀƭŀƴŎƛƴƎ. Amounts budgeted in this account 
code in department submissions will be considered errors and corrections will be made. TƘŜ ŀƭǘŜǊƴŀǘƛǾŜ άŦǊƛƴƎŜ 
ŀŘƧǳǎǘƳŜƴǘǎέ ōŀƭŀƴŎƛƴƎ ŀŎŎƻǳƴǘ рмфффл Ƴŀȅ ōŜ ǳǎŜŘ ōȅ ŘŜǇŀǊǘƳŜƴǘǎ ƛŦ ŀōǎƻƭǳǘŜƭȅ ƴŜŜŘŜŘΦ 
 
Departments with Fixed Two-Year Budgets: FY 2023-24 is the second year in the two-year fixed budget cycle for 

the Airport, Port, San Francisco Public Utilities Commission, and Municipal Transportation Agency. In this second 

year, these departments will adjust their budgets to accommodate updates ƳŀŘŜ ōȅ ǘƘŜ /ƻƴǘǊƻƭƭŜǊΩǎ hŦŦƛŎŜΣ ǎǳŎƘ 

as those to Salary and Fringe Benefits, at a minimum. These fixed-budget departments may adjust other 

expenditures and revenues to absorb these changes, and/or may make additional amendments to their budget. 

Net increases to the bottom line will require Board of Supervisors approval. Additionally, positive or negative 

changes in the FY 2023-24 revenues and expenditures greater than 2.5% in general fund supported funds and 5% 

in non-general fund supported funds, even when staying within the prior approved bottom line, will require Board 

of Supervisors approval. These incremental changes will be brought to the .ƻŀǊŘ ƻŦ {ǳǇŜǊǾƛǎƻǊǎ ǿƛǘƘ ǘƘŜ aŀȅƻǊΩǎ 

Proposed June 1st budget via a supplemental appropriation ordinance. 

 

System Access 
For more information on system access as a new user, please refer to Appendix B below.  

 

Key Reminders 
 
Revised Budget Forms and Checklist: Several adjustments were made to the prior ȅŜŀǊΩǎ ōǳŘƎŜǘ ǎǳōƳƛǎǎƛƻƴ ŦƻǊƳǎ 
ǘƻ ōŜǘǘŜǊ ƘŜƭǇ ŜȄǇƭŀƛƴ ǘƘŜ ƳŀƧƻǊ ŎƘŀƴƎŜǎ ǎǳōƳƛǘǘŜŘ ƛƴ ŜŀŎƘ ŘŜǇŀǊǘƳŜƴǘΩǎ ōǳŘƎŜǘ ǇǊƻǇƻǎŀƭΦ 
 

Section 

I 
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Form 1A (Summary of Major Changes) asks specific questions about changes in the departmental budget 
submission, prompting departments to provide a high-level budget narrative with a focus on how departments 
plan to meet target reductions. 
 
Employee Recognition costs ς Employee recognition costs should be budgeted in account 523050-Employee 
Recognition 
 
Forms 2A (Revenue Report), 3A (Expenditure Changes), and 3B (Position Changes) are completed by running an 
audit trail report after completing budget entries in BFM, filtering on the appropriate Account Level 5 for revenue, 
and providing a brief explanation for each change. 
 
Form 2B (Fees and Fines) for all existing fees, fines, and service charges, and Form 2C (Fee Cost Recovery) for any 
ƴŜǿ ƻǊ ƳƻŘƛŦƛŜŘ ŦŜŜǎΣ ŦƛƴŜǎΣ ƻǊ ǎŜǊǾƛŎŜ ŎƘŀǊƎŜǎ όǎŜŜ aŀȅƻǊΩǎ tƻƭƛŎȅ LƴǎǘǊǳŎǘƛƻƴǎ ŦƻǊ ƳƻǊŜ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴ 
appropriate fees and fines). 
 
Prop J Forms for BY are required for recurring or new requests to contract out work previously done by City 
workers or that could be done by City workers. The Airport, SFMTA, SF Public Utilities Commission and Port have 
approved Prop Js for the second year of their two-year cycle, the upcoming BY, FY 2023-24 and do not need to 
resubmit these ǳƴƭŜǎǎ ǘƘŜǊŜ ƘŀǾŜ ōŜŜƴ ŎƘŀƴƎŜǎ ǎƛƴŎŜ ƭŀǎǘ ȅŜŀǊΩǎ ŀǇǇǊƻǾŜŘ ŀƴŀƭȅǎŜǎΦ 
 
Supporting documentation should be included, as a reminder, including Department Total Budget Historical 
Comparison (including budget summary report #15.50.012), Department - IDS Form Balancing Report, 
organizational charts, and new proposed legislation (draft language or summary of intended legislation is 
acceptable prior to submitting final legislation by May 1, 2023). 
 
Chief Financial Officers or Budget Managers must complete and submit the ά5ŜǇŀǊǘƳŜƴǘ .ǳŘƎŜǘ {ǳōƳƛǎǎƛƻƴ 
/ƘŜŎƪƭƛǎǘέ ŀǎ ŀ ŎƻǾŜǊ ǎƘŜŜǘ ǘƻ ǘƘŜƛǊ ŘŜǇŀǊǘƳŜƴǘΩǎ ǎǳōƳƛǎǎƛƻƴΦ ¢Ƙƛǎ ŎƘŜŎƪƭƛǎǘ ǎƘƻǳƭŘ ōŜ ƛƴŎƭǳŘŜŘ ƛƴ ǘƘŜ 
ŘŜǇŀǊǘƳŜƴǘΩǎ electronic and physical submissions and is available in ǘƘŜ ά.ǳŘƎŜǘ {ǳōƳƛǎǎƛƻƴ CƻǊƳǎ ŀƴŘ 
LƴǎǘǊǳŎǘƛƻƴǎέ ǎŜŎǘƛƻƴΦ 
 
Department Budgets Posted Online: In addition to electronic copies of budget submissions, departments must 
also post their budget submission onƭƛƴŜΦ ¢ƘŜ /ƻƴǘǊƻƭƭŜǊΩǎ hŦŦƛŎŜ ǿƛƭƭ post departmentǎΩ budget submissions on the 
SF Budget Website, https://sf.gov/topics/budget. Departments will also be required to post their FY 2023-24 and 
FY 2024-25 budget priorities, public meeting dates and materials, and department phase budget submissions on 
their own department websites. 
 
Department Hearings: In accordance with the adopted Budget Approval Process legislation (Administrative Code 
Section 3.3), most departments need to hold one public meeting for public input on their departmental budget 
priorities after the Mayor issues budget instructions in December, and one hearing at least 15 days later and no 
later than February 14, to solicit public input on their budget submissions. Links to the date of these hearings and 
department budget submissions shall be posted on the Controller website https://sf.gov/topics/budget. 
 
Interdepartmental Services (IDS) Balancing report: Enterprise Planning BFM Reporting contains a report 
containing both ǘƘŜ ǇŜǊŦƻǊƳƛƴƎ ŀƴŘ ǊŜǉǳŜǎǘƛƴƎ ŘŜǇŀǊǘƳŜƴǘΩǎ ōǳŘƎŜǘŜŘ ƛƴǘŜǊŘŜǇŀǊǘƳŜƴǘŀƭ ǎŜǊǾƛŎŜǎΦ ¢ƘŜ ǊŜǇƻǊǘ ƛǎ 
under ǘƘŜ .ŀƭŀƴŎƛƴƎ ǘŀōΣ ǘƛǘƭŜŘ άDepartment ς IDS Form Balancing Report.έ 
 
Minimum Compensation Ordinance: When preparing proposed budgets and requests for supplemental 
appropriations for contract services, City departments that regularly enter into agreements for the provision of 
services by nonprofit organizations shall transmit with their proposal a written confirmation that the department 
has considered in its calculations the costs that the Nonprofit Corporations calculate that they will incur in 

https://sf.gov/topics/budget
https://codelibrary.amlegal.com/codes/san_francisco/latest/sf_admin/0-0-0-1431
https://codelibrary.amlegal.com/codes/san_francisco/latest/sf_admin/0-0-0-1431
https://sf.gov/topics/budget.
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complying with the Minimum Compensation Ordinance. Please indicate that your department has considered this 
by checking the MCO box in the Department Budget Submission Checklist to be returned with your budget 
submission. 
 
Equipment Titles: All budgeted pieces of equipment must have unique, descriptive, and specific titles. Equipment 
titles cannot be generic or encompass a broad variety of uses. Any title that is found to be generic will be required 
to be changed. 
 
New User Forms: The online SF Budget System Access Request form to request access to the budget system is 
available in SF User Support, https://sfemployeeportalsupport.sfgov.org/support/catalog/items/213 . 
Supervisors must select the appropriate role for the user, include proof of completion of the required trainings for 
the requested role, and submit this ticket to indicate approval of the request. New budget system users will gain 
access after completion of the required training has been verified by CON-Systems and the SF Budget System 
Access Request has been reviewed by the /ƻƴǘǊƻƭƭŜǊΩǎ hŦŦƛŎŜ .ǳŘƎŜǘ ŀƴŘ !ƴŀƭȅǎƛǎ 5ƛǾƛǎƛƻƴ. Please note that the 
Safari browser on Mac is not supported by BFM. Users must use Chrome, Firefox, or Microsoft Edge to access BFM. 
 
Equipment and Fleet Requests: Budget requests will be submitted as a Budget Form in the budget system with 
Department budget submissions. New GFS requests and changes to the existing GFS approved equipment budget in 
FY 2023-24 will not be part of the total $ amount in department budget submissions, and will not be visible in eturns. 
 

Capital Request Coding Information: PeopleSoft chart fields are required with your non-Capital Projects 
Committee (CPC) and Non-General Fund Capital Budget request submissions. Placeholder codes are available for 
new CPC project requests. Chartfields for existing projects will be prepopulated in .CaΩǎ ŎŀǇƛǘŀƭ ǊŜǉǳŜǎǘ ŦƻǊƳǎ but 
new project requests that are funded will ultimately require new codes. Please be sure to review this change in the 
Capital Budget requests instructions below. 
 
Organizational Charts: Departments are reminded that organizational cƘŀǊǘǎ ŀǊŜ ŘǳŜ ǘƻ ǘƘŜ aŀȅƻǊΩǎ Budget Office 
with their budget submission. This should include a high-level chart that shows only major departmental 
structures, as well as charts for all major divisions down to the job classifications, with indication of if the position 
is filled or not. Any proposed position changes within the budget submission should be reflected in these 
organizational charts. Departments must clearly indicate which positions reflect proposed changes on their 
organizational charts. 
 
Policy for Restoring Items Rejected by the Mayor or the Board of Supervisors Pursuant to San Francisco Charter 
/ƻŘŜ {ŜŎǘƛƻƴ фΦммоόŎύ ŀƴŘ !ŘƳƛƴƛǎǘǊŀǘƛǾŜ /ƻŘŜ ǎŜŎǘƛƻƴ оΦмуΣ άƛƴ ǘƘŜ ŜǾŜƴǘ ǘƘŜ aŀȅƻǊ ƻǊ ŀ ƳŜƳōŜǊ ƻŦ ǘƘŜ .ƻŀǊŘ ƻŦ 
Supervisors recommends a supplemental appropriation ordinance after the adoption of the budget for any fiscal 
years and prior to the close of the fiscal year containing any item which had been rejected by the Mayor in his/her 
review of departmental budget estimates for the fiscal year or which had been rejected by the Board of 
Supervisors in its consideration of the Mayor's proposed budget for the fiscal year, it shall require a vote of two-
ǘƘƛǊŘǎ ƻŦ ŀƭƭ ƳŜƳōŜǊǎ ƻŦ ǘƘŜ .ƻŀǊŘ ƻŦ {ǳǇŜǊǾƛǎƻǊǎ ǘƻ ŀǇǇǊƻǾŜ ǎǳŎƘ ǎǳǇǇƭŜƳŜƴǘŀƭ ŀǇǇǊƻǇǊƛŀǘƛƻƴ ƻǊŘƛƴŀƴŎŜΦέ 
 
This provision applies to an entire supplemental appropriation ordinance when the Mayor or the Board of 
{ǳǇŜǊǾƛǎƻǊǎ ǊŜŘǳŎŜǎ ŜȄǇŜƴŘƛǘǳǊŜǎ ƛƴ ŀ ŘŜǇŀǊǘƳŜƴǘΩǎ ōǳŘƎŜǘ ŀŦǘŜǊ ǘƘŜ ŘŜǇŀǊǘƳŜƴǘ ǇƘŀǎŜ ƻŦ ǘƘŜ ōǳŘƎŜǘΦ 
Departments should be aware of this provision before increasing budget appropriations that could be 
subsequently reduced in Mayor or Board phase. Should a department adjust appropriations and have these funds 
reduced in a subsequent phase, adjustments to restore the appropriation during the budget year will require the 
approval of two-thirds of the Members of the Board of Supervisors. For example, if materials and supplies 
expenditures are decreased during the Board phase of the BY budget in a department, and then during BY that 
department wishes to restore some of that decrease, 2/3 of the members of the Board of Supervisors will need to 
approve the supplemental appropriation containing that materials and supplies budget restoration. Departments 

https://sfemployeeportalsupport.sfgov.org/support/catalog/items/213
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ŀǊŜ ŀƭǿŀȅǎ ǿŜƭŎƻƳŜ ǘƻ ŘƛǎŎǳǎǎ ǇƻǘŜƴǘƛŀƭ ƛƴŎǊŜŀǎŜǎ ǿƛǘƘ ǘƘŜƛǊ aŀȅƻǊΩǎ .ǳŘƎŜǘ hŦŦƛŎŜ !ƴŀƭȅǎǘ ŀƘŜŀŘ ƻŦ ƭƻŀŘƛƴƎ ƛƴ 
BFM. 
 
Please note that reductions proposed by departments, by inclusion in the department budget submission, and 
accepted by the Mayor and Board of Supervisors, would not require a two-thirds vote if subject to a supplemental 
appropriation ordinance to restore that reduction after the budget is approved and enacted. 
 
/ƘƛƭŘǊŜƴΩǎ .ŀǎŜƭƛƴŜ: /ƘƛƭŘǊŜƴΩǎ ōŀǎŜƭƛƴŜ ǎǇŜƴŘƛƴƎ ƛǎ ǘǊŀŎƪŜŘ ōȅ ǳǎƛƴƎ ǘƘŜ !ŎǘƛǾƛǘȅ ¢ȅǇŜ ŜƳōŜŘŘŜŘ ƛƴ the Activity 
CƘŀǊǘŦƛŜƭŘΦ /ƘƛƭŘǊŜƴΩǎ ōŀǎŜƭƛƴŜΣ ŦƻǊƳŜǊƭȅ ƪƴƻǿƴ ŀǎ C![ ƛƴ C!aL{Σ ƛǎ ŎƻŘŜŘ ŀǎ Activity Type 00008, and Transitional-
aged youth baseline, formerly FAY, is coded as Activity Type 00009. 
 
November 2018 Proposition C Our City Our Home (OCOH) Baseline: The OCOH baseline spending is tracked by 
using the following Activity Types embedded in the Activity chart field. Please do not reallocate existing baseline 
budget in these Activity Types to other Chartfields. 
 

 
 
BFM Budget Submission Button:  
PleŀǎŜ Řƻ ƴƻǘ ŎƭƛŎƪ ǘƘŜ ά{ǳōƳƛǘέ ōǳǘǘƻƴ ƛƴ the BFM forms, as no action in the system is tied to that button.  
 
Budget Submission: tƭŜŀǎŜ ǎǳōƳƛǘ ŀƴ ŜƭŜŎǘǊƻƴƛŎ ŎƻǇȅ ƻŦ ȅƻǳǊ ōǳŘƎŜǘ ǎǳōƳƛǎǎƛƻƴ ǘƻ ǘƘŜ aŀȅƻǊΩǎ .ǳŘƎŜǘ hŦŦƛŎŜ and 
/ƻƴǘǊƻƭƭŜǊΩǎ hŦŦƛŎŜ .ǳŘƎŜǘ ŀƴŘ !ƴŀƭȅǎƛǎ 5ƛǾƛǎƛƻƴ. You must submit all forms as both PDF and excel. Budget 
ǎǳōƳƛǎǎƛƻƴǎ ǿƛƭƭ ōŜ ǇƻǎǘŜŘ ƻƴ ǘƘŜ /ƛǘȅΩǎ ōǳŘƎŜǘ ǿŜōǎƛǘŜ https://sf.gov/topics/budget.Please do not send only an 
excel submission, as you will be asked to resubmit as a legible PDF, and in the interim there will not be a budget 
submission posted on the budget website.  
 
Deappropriations in the budget ς It is not recommended that the deappropriations are entered in the budget, as 
ǘƘŜȅ ǊŜǉǳƛǊŜ ŀŘŘƛǘƛƻƴŀƭ /ƻƴǘǊƻƭƭŜǊΩǎ hŦŦƛŎŜ ǊŜview. Departments that do submit deappropriations from prior year 
budgeted items in the upcoming AAO must identify these when submitting their budgets, including justification. 
Prior Year de-ŀǇǇǊƻǇǊƛŀǘƛƻƴǎ ǊŜǉǳƛǊŜ /ƻƴǘǊƻƭƭŜǊΩǎ hŦŦƛŎŜ ǊŜǾƛŜǿ ŀƴŘ Ƴŀȅ ƴƻǘ ōŜ approved. 
 

https://sf.gov/topics/budget
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Interdepartmental Services Balancing and Entries 
 
¢ƘŜ /ƻƴǘǊƻƭƭŜǊΩǎ hŦŦƛŎŜ ŀƴŘ ǘƘŜ aŀȅƻǊΩǎ hŦŦƛŎŜ ǊŜǉǳƛǊŜ ŘŜǇŀǊǘƳŜƴǘǎ ǘƻ ōŀƭŀƴŎŜ ŀƭƭ ŘƛǎŎǊŜǘƛƻƴŀǊȅ όƴƻƴ-centrally loaded) 
interdepartmental services (IDS) and agree on IDS prior to their budget submissions on February 21, 2023. BFM 
Reporting contains a ǊŜǇƻǊǘ ǿƛǘƘ ōƻǘƘ ǘƘŜ ǇŜǊŦƻǊƳƛƴƎ ŀƴŘ ǊŜǉǳŜǎǘƛƴƎ ŘŜǇŀǊǘƳŜƴǘǎΩ ōǳŘƎŜǘŜŘ ǿƻǊƪ ƻǊŘŜǊ ƛǘŜƳǎΦ 
Department staff on each side of the work order, that is both the requesting and the performing sides, can see 
what the other side has entered in the budget in real time. 
 
Interdepartmental Services: Departments shall contact and reach agreement with all departments with whom the 
department has a discretionary IDS relationshƛǇ ǘƘŀǘ ƛǎ ƴƻǘ ŎŜƴǘǊŀƭƭȅ ƭƻŀŘŜŘ ōȅ ǘƘŜ aŀȅƻǊΩǎ ŀƴŘ /ƻƴǘǊƻƭƭŜǊǎΩ .ǳŘƎŜǘ 
offices. Departments must ensure that budget submissions for sending, receiving, and expenditure authority are 
agreed to and balanced across both departments. 
 
Centrally Loaded Citywide Interdepartmental Services (IDS): Departments c annot adjust citywide IDS that are 
loaded centrally by the MayorΩǎ ŀƴŘ /ƻƴǘǊƻƭƭŜǊΩǎ Offices in Mayor phase. The following list of IDS accounts and 
other citywide budget entries cannot be adjusted by departments in BFM. These budget items are centrally 
loaded through separate BFM forms that are inaccessible to departments. The MayorΩs Budget Office will review 
the budget values in the Base Budget and update if needed during the Mayor phase. 
 
If a department would like to request an increase in the amount of service provided through one of the centrally 
loaded IDS below, adjustments must be discussed with the performing department well before budget 
submission at the end of February but these will not be entered in BFM during the Department Phase. The 
requesting department must be able to afford this increase without increasing their General Fund support. 
 
If any questions remain on these IDS changes, please contact your MayorΩs Budget Office analyst. 
 
Centrally Loaded Interdepartmental Services 

Type of Interdepartmental 
Services 

Account Code and Title 

ADM - Fleet 
581710    Is-Purch-Centrl Shop-AutoMaint 

581740    Is-Purch-Centrl Shop-FuelStock 

ADM - Real Estate 

581065   ADM-Real Estate Special Svcs 

581083   ADM-Real Estate 49 SVN Rent 

581084   ADM Permit Center 

581410   GF-GSA-Facilities Mgmt Svcs 

581650   Leases Paid to Real Estate 

581860   GF-Real Estate Service 

581890   GF-Rent Paid to Real Estate 

ADM - Contract Monitoring 581500   GF-Human Rights Commission 

ADM - Risk Management 
581170   GF-Risk Management Svcs (AAO) 

581920   GF-HRc Surety Bond 

ADM - Reprographics 581820   Is-Purch-Reproduction 

ADM ς Contract Administration    581750   GF-Purch-General Office 

PUC - Public Utilities 
Commission Rates 

581051   GF-PUC-Light Heat & Power 

581063   PUC Sewer Service Charges 

581064   Ef-PUC-Water Charges 

DHR - Human Resources 581430   GF-HR-Equal Emplymnt Opportunities 
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581460   GF-HR-Workers' Comp Claims 

581480   GF-HR-Employee Relations 

581015   Human Resources Modernization (new) 

581016   Diversity Equity Inclusion (new) 

DTIS - Department of 
Technology 

581210   DT Technology Infrastructure 

581360   DT Telecommunications Services 

581280   DT SFGovTV  

581325   DT Enterprise Tech 

CON - /ƻƴǘǊƻƭƭŜǊΩǎ hŦŦƛŎŜ 

581130   GF-CON-Internal Audits 

581245   GF-CON-Information System Ops 

581620    GF HR Mgmnt Benefits Admin Sys 

 
Other Centrally Loaded Citywide Budget Entries: As shown in the table below, departments cannot load budget 
entries for General Fund items such as debt service on General Fund Certificates of Participation; equipment lease 
finance program costs; General Fund capital; General Fund equipment expenses; COIT General Fund projects; Full Cost 
Plan (similar to COWCAP) expenses; and the expenses as noted below. These are loaded centrally by ǘƘŜ aŀȅƻǊΩǎ ƻǊ 
ǘƘŜ /ƻƴǘǊƻƭƭŜǊΩǎ hŦŦƛŎŜǎ ƛƴ ǘƘŜ aŀȅƻǊ phase of the budget process through separate BFM forms that are inaccessible to 
departments. 
 
NEW: 581750 GF-Purch-General Office: This interdepartmental service will be treated as a citywide 
interdepartmental service. Departments should not adjust this interdepartmental service during the Department 
ǇƘŀǎŜΦ ¢ƘŜ aŀȅƻǊΩǎ .ǳŘƎŜǘ hŦŦƛŎŜ Ƙŀǎ ōŜŜƴ ǿƻǊƪƛƴƎ ǿƛǘƘ ǘƘŜ /ƛǘȅ !ŘƳƛƴƛǎǘǊŀǘƻǊΩǎ hŦŦƛŎŜ ό!5aύ ǘƻ ǘǊŀƴǎƛǘƛƻƴ ǘƘŜ 
budget for the Office of Contract Administration (OCA) to a work-order recovery model. This interdepartmental 
service ƳƻŘŜƭ ƛǎ ōŀǎŜŘ ƻƴ ŜŀŎƘ ŘŜǇŀǊǘƳŜƴǘΩǎ ǎƘŀǊŜ ƻŦ /ƘŀǇǘŜǊ нм ǎǇŜƴŘƛƴƎ ŀƴŘ ŎƻƴǘǊŀŎǘ ǿƻrkload (i.e., contracts, 
ǿŀƛǾŜǊǎΣ ǘŜǊƳ ŎƻƴǘǊŀŎǘǎΣ ŀƴŘ ǊŜǉǳƛǎƛǘƛƻƴǎύ ƘŀƴŘƭŜŘ ōȅ h/!Φ ¢ƘŜ /ƛǘȅ !ŘƳƛƴƛǎǘǊŀǘƻǊΩǎ hŦŦƛŎŜ ǿƛƭƭ ŎƻƳƳǳƴƛŎŀǘŜ ǘƻ 
departments about changes and final costs will be loaded into departmental budgets during Mayor phase. 
 
However, departments must enter general fund capital requests in BFM forms Capital Project-Activity and Capital 
- Department Request - CPC GFS (7900), which are located under the Capital menu in BFM. In addition, 
departments must also enter non-general fund capital requests that require Capital Planning Committee (CPC) 
staff review into BFM form Capital - Department Request - CPC NGFS + (7200), which is also located under the 
Capital menu in BFM. These two capital requests route to CPC for review in BFM and are not part of the 
ŘŜǇŀǊǘƳŜƴǘΩǎ ōǳŘƎŜǘ ǎǳōƳƛǎǎƛƻƴΦ 
 

Type of Centrally Loaded 
Citywide Entry 

Account Code and Title 

Debt 

Account roll-up 5700 Debt Service 

(Note that some debt service is also budgeted in 530110 Property Rent and 

530410 Base Rent-Debt Svc-Bldg-Struct) 

Capital 

Account roll-up 5600 Capital Outlay (Includes Equipment) 

Account roll-up 5610 Facilities Maintenance 

Account roll-up 5690 Carryforward budgets Only 

COIT Please refer to ά¢ŜŎƘƴƻƭƻƎȅ tǊƻƧŜŎǘ tǊƻǇƻǎŀƭǎέ ƛƴǎǘǊǳŎǘƛƻƴǎ ōŜƭƻǿ 

Full Cost Plan 
460198                                  Recovery General Govt Cost 

520010                                  Indirect Cost reimbursement 

Health Service System  515510                                  Health Service-City Match 

Retiree Health Costs 515610                                  Retiree Health Care Trust Fund Subsidy 
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Budget entries for Non-General Fund capital that does not require review and approval by CPC; Non-General Fund 
debt, and Non-General Fund equipment should be loaded in Department phase in their respective BFM forms that 
are accessible to departments: 
 

3. Capital ς Dept Request ς Non-CPC (7300) for Non-General Fund capital that does not require review and 
approval by CPC; 

4. Debt Service ς Dept (3300) for Non-General Fund debt; and 
5. Equipment ς GFS (7000) for Non-General Fund equipment. 

 

Departments with Fixed Two-Year Budgets 
 
The Airport, Port, PUC and SFMTA have fixed two-year budgets during the FY 2022-23 through FY 2023-24 budget 
cycle. 
 
Departments with Fixed Two-Year Budgets: FY 2023-24 is the second year in the two-year fixed budget cycle for 
the Airport, Port, San Francisco Public Utilities Commission, and the Municipal Transportation Agency. In this 
second year, these departments will adjust their budgets to accommodate updates to Salary and Fringe Benefits 
ƳŀŘŜ ōȅ ǘƘŜ /ƻƴǘǊƻƭƭŜǊΩǎ hŦŦƛŎŜΣ ŀǘ ŀ ƳƛƴƛƳǳƳΦ ¢ƘŜǎŜ ŦƛȄŜŘ ōǳŘƎŜǘ ŘŜǇŀǊǘƳŜƴǘǎ Ƴŀȅ ŀŘƧǳǎǘ ƻǘƘŜǊ ŜȄǇŜƴŘƛǘǳǊŜǎ 
and revenues to absorb these changes, and/or may make additional amendments to their budget.  Positive or 
negative changes in FY 2023-24 revenues and expenditures greater than 2.5% in general supported funds and 5% 
in non-ƎŜƴŜǊŀƭ ǎǳǇǇƻǊǘ ŦǳƴŘǎ ǿƛƭƭ ōǊƛƴƎ ǘƘŜƛǊ ŎƘŀƴƎŜǎ ǘƻ .ƻŀǊŘ ƻŦ {ǳǇŜǊǾƛǎƻǊǎ ǿƛǘƘ ǘƘŜ aŀȅƻǊΩǎ tǊƻǇƻǎŜŘ WǳƴŜ мst 
budget via a supplemental appropriation ordinance.    
 
 
Additionally, changes that exceed existing surplus transfer and TX rules will require Board of Supervisors approval. 
For example, if the total level of expenditure appropriations is not changing and instead appropriations are 
adjusting within the same total budget (aka line items), expenditure appropriations may increase by up to 10% at 
the level of appropriation control. This is the same process departments currently use during the course of the 
fiscal year after budget adoption, only now the budget system will be used to implement the change and interface 
to the financial system rather than surplus transfer forms and subsequent PeopleSoft entries. ¢ƘŜ aŀȅƻǊΩǎ hŦŦƛŎŜ 
ŀƴŘ /ƻƴǘǊƻƭƭŜǊΩǎ hŦŦƛŎŜ ǿƛƭƭ ǿƻǊƪ with departments to determine necessary budget adjustments. 
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¢ƘŜ ǘŀōƭŜ ōŜƭƻǿ ƘƛƎƘƭƛƎƘǘǎ ƪŜȅ ŜƭŜƳŜƴǘǎ ŦƻǊ ŘŜǇŀǊǘƳŜƴǘǎΩ ōǳŘƎŜǘƛƴƎ ƛƴ ǘƘŜ ǎŜŎƻƴŘ ȅŜŀǊ ƻŦ ǘƘŜ ǘǿƻ-year fixed 
budget: 
 

Item  Description  Action  
Total budget increase  Increase expenditure authority by 

any $ amount  
Supplemental appropriation 

ordinance to amend the AAO to 

be approved by the Board of 

Supervisors for the increase  
Changes of +/ - 5% in 

revenues or expenditures 

(even with no bottom -line 

increase) in Non -General  

Funds  

Submit changes via supplemental 

appropriation ordinance  
Changes made via the budget 

system  
and will be included in a 

supplemental ordinance 

appropriation to be approved by 

the Board of Supervisors  
Changes of +/ - 2.5% in 

revenues or expenditures 

(even with no bottom -line 

increase) in the General 

Fund  
 

Submit changes via supplemental 

appropriation ordinance  
Changes made via the budget 

system  
and will be included in a 

supplemental ordinance 

appropriati on to be approved by 

the Board of Supervisors  

Rebalancing the budget to 

accommodate base budget 

changes  

Rebalancing is required. 

Departments may increase 

existing expenditure lines within 

existing administrative 

guidelines. This applies to the 

entire budg et.  

Balancing changes made via the 

budget system  

Projected revenues greater 

than the approved budget, 

but no request to increase 

expenditures  

Surplus revenues may be 

budgeted in reserves with no 

increase to expenditures  

Supplemental appropriation 

ordinanc e to amend the AAO is 

not required  for solely budgeting 

surplus revenues in a 598xxx 

designated reserve account in 

order to balance . 
 

 

New BY+1 (FY 202 4-25) òShadow budgetó for display 

purposes only.  
Departments must balance this 

new BY+1 budget . 
Prop J Analyses  Not required, as two -year Prop Js 

were approved last year.  

Revised Prop Js should only be 

submitted if there are changes to 

last yearõs analyses, or new Prop 

Js since last year.  
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New Codes Instructions (Creating New Codes + 
Subsetting/Adding to the Budget System) 
 
BFM only includes chartfield coding that is in use or has been in recent budget use. There are many more codes in 
PeopleSoft than exist in the budget system. The City employs aƴ άŀŘŘ ƛǘ ǿƘŜƴ ȅƻǳ ƴŜŜŘ ƛǘέ ŀǇǇǊƻŀŎƘ ǘƻ ƳŀƪƛƴƎ 
PeopleSoft codes accessible in the budget system. The budget system does not automatically pick up codes that 
are added to PeopleSoft. The manual process of making a PeopleSoft code available in the budget system is called 
άsubsetting.έ  
 
The City refers to the process of making codes available in the budget system as subsetting because a subset of 
codes is taken from PeopleSoft and made available in the budget system. However, άSubsettingέ is also often 
referred to as the process where a code may be both newly added to PeopleSoft and is also subsequently added 
into the budget system. 
 
!ǎ ŘŜǇŀǊǘƳŜƴǘǎ ōǳƛƭŘ .¸ ŀƴŘ .¸Ҍм ōǳŘƎŜǘ ǊŜǉǳŜǎǘǎΣ ƴŜǿ ŎƻŘŜǎ Ƴŀȅ ōŜ ƴŜŜŘŜŘΦ ¢ƘŜ /ƻƴǘǊƻƭƭŜǊΩǎ .ǳŘƎŜǘ hŦŦƛŎŜ ƛǎ 
the conduit for making these new codes available in the budget system. In order to include a code in the budget 
system to make related budget entries, it must first exist in PeopleSoft. Departments should confirm that a code 
exists, or request it to be created in PeopleSoft, ōŜŦƻǊŜ ǊŜǉǳŜǎǘƛƴƎ /ƻƴǘǊƻƭƭŜǊΩǎ .ǳŘƎŜǘ hŦŦƛŎŜ ǘƻ ǎǳōǎŜǘ ƛǘΦ It may 
require 2-3 business days before the code is available in the budget system, depending on whether the code exists 
in PeopleSoft. 
 
Process:  

¶ The creation of new codes not yet existing in PeopleSoft nor in the budget system requires that departments 
first have the codes set up in PeopleSoft prior to being subset in the budget system. To begin a request, please 
submit the ChartField Request Forms and Subset Request Forms included in the Budget Forms to your Budget 
!ƴŀƭȅǎǘ ƛƴ ǘƘŜ /ƻƴǘǊƻƭƭŜǊΩǎ hŦŦƛŎŜ with subject line: άϝϝ.ǳŘƎŜǘ wŜƭŀǘŜŘϝϝ Codes to be created in PS for BFM 
subsetέ. Only new codes for budgeting purposes for years FY 2023-24 and FY 2024-25 should be submitted to 
BAD. All other requests should be submitted to the ChartField Administrator. 
o For new department codes, please indicate in the email whether the new department code will require a 

new Form ID in the forms: Expenditure By Division (3000) and Revenue (5000).  
o For new 581XXX requesting interdepartmental services work order accounts for discretionary, 

departmental interdepartmental services, please provide a description of the new work order services so 
that a work reference number can be created, and please also indicate if a new form for a new department 
pair needs to be created in forms: IDS Requestor (8000) and IDS Provider (8100). Note that new work order 
account requests require several levels of review and should be submitted early in the department phase of 
the process. 

 

¶ For existing codes to be subset into the BFM budget system, please submit subset requests using the Chartfield 
change request summary form, and associated Chartfields that are desired for entry, to your Budget Analyst in 
ǘƘŜ /ƻƴǘǊƻƭƭŜǊΩǎ hŦŦƛŎŜ Ǿƛŀ ŜƳŀƛƭ ǿƛǘƘ ǎǳōƧŜŎǘ ƭƛƴŜ ά{ǳōǎŜǘǘƛƴƎ wŜǉǳŜǎǘέ ǎƻ ǘƘŜ ƛǘŜƳ ƛǎ ŀŘŘǊŜǎǎŜŘ ŀǎ ǎƻƻƴ ŀǎ 
possible 

 
¢ƘŜ /ƻƴǘǊƻƭƭŜǊΩǎ .ǳŘƎŜǘ hŦŦƛŎŜ ǎǳōǎŜǘǎ ƻƴ ¢ǳŜǎŘŀȅǎ ŀƴŘ ¢ƘǳǊǎŘŀȅǎΣ ƳŜŀƴƛƴƎ ǘƘŀǘ ŎƻŘŜǎ ƴŜǿ ǘƻ ǘƘŜ ōǳŘƎŜǘ ǎystem 
are available on Wednesdays and Fridays. Please see the calendar in the beginning of this document for scheduled 
subsetting dates. The diagram on the following page illustrates the process to make a new code available in the 
budget system. 
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Budget System Subsetting Process  
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aŀȅƻǊΩǎ Office Policy Instructions 
 

¢ƘŜ aŀȅƻǊΩǎ ǇǊƛƻǊƛǘƛŜǎ ŦƻǊ ǘƘƛǎ ǳǇŎƻƳƛƴƎ ōǳŘƎŜǘ ŀǊŜ ǳƴŎƘŀƴƎŜŘ ŦǊƻƳ ǇǊƛƻǊ ȅŜŀǊǎΣ ŀƴŘ ƛƴŎƭǳŘŜΥ 

Å Recovery of the local economy with focus on downtown and economic core; 

Å Improving public safety and street conditions; 

Å Reducing homelessness and transforming mental health service delivery; and 

Å Accountability & equity in services and spending 

 

IƻǿŜǾŜǊΣ ǘƘŜ /ƛǘȅΩǎ financial situation has changed. The Five-Year Financial Plan projects a $200.8 million 
General Fund deficit for FY 2023-24 and a $527.5 million deficit for FY 2024-25, a combined two-year deficit 
of $728.3 million. This deficit is the result of reductions in the revenue outlook, the loss of one-time Federal 
funds, and continued escalating costs in both salaries and benefits, as well as in non-personnel spending. 

 

 
 

This outlook requires all departments with General Fund funding to make reductions to help address the 
shortfall. Target reductions are 5% of adjusted General Fund support in FY 2023-24 and an ongoing 8% of 
adjusted General Support in FY 2024-25. ¢ƘŜ aŀȅƻǊΩǎ Ƴŀƛƴ ƛƴǎǘǊǳŎǘƛƻƴǎ ǘƻ ŘŜpartments follow. 

 
Instruction 1: Departments must reduce their General Fund support by 5% in FY 2023-24 and 8%, ongoing, in FY 
2024-25. 
 

Section 

II 
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The current financial forecast requires departments reduce General Fund costs. General Fund departments must 
ǎǳōƳƛǘ άǘŀǊƎŜǘέ ǊŜŘǳŎǘƛƻƴ ǇǊƻǇƻǎŀƭǎ ƛƴ ǘƘŜƛǊ ōǳŘƎŜǘ ǎǳōƳƛǎǎƛƻƴǎΣ ƛƴŎƭǳŘƛƴƎ ǎŀǾƛƴƎǎ Ŝǉǳŀƭ ǘƻ р҈ ƻŦ ŀŘƧǳǎǘŜŘ DŜƴŜǊŀƭ 
Fund support for FY 2023-24 and 8% of adjusted General Fund support for FY 2024-25 ongoing. 
 
Departments are encouraged to find reductions by: 
¶ Identifying alternative revenue sources  
¶ Evaluating and right-sizing core service level needs and consolidating contracts  
¶ Eliminating or reducing contracts and other costs for non-essential or discretionary services 
¶ Suspending programs and initiatives that are funded in the base budget, but have not yet started 
¶ Analyzing and determining how staffing vacancies can be used for savings 

 
Departments are instructed to utilize Form 1A (Summary of Major Changes), and may also wish to submit a 1-2 page 
cover memo with their budget, to explain major changes in their budget submission, including how the department 
met target. 
 
When proposing target reductions, departments should explain the impact of the reduction in clear terms. How 
will reductions impact departmental operations and service delivery? Will an initiative be paused or canceled? Will 
a program take longer to implement? How many fewer people would be served?  

 
Non-General Fund departments are instructed to absorb all known costs increases within their proposed budget 
submissions by increasing revenues and/or reducing expenditures and not submit changes that have a General 
Fund cost. 
 
Instruction 2: Prioritize filling or reclassifying vacancies for core departmental functions and Mayoral priorities 
and propose remaining vacancies for budget savings. 
 
¢ƘŜ /ƛǘȅΩǎ ǾŀŎŀƴŎȅ ǊŀǘŜ ƛǎ Ƙƛǎǘorically high, but there is significant variation across departments. Departments are 

instructed to analyze departmental staffing needs to deliver core services, hiring trends, and timelines, and submit 

budgets that balance both personnel needs and budgetary challenges. Clearly explain in your budget submission 

how proposed personnel changes, especially in budgeted attrition, reflect the prioritization of key departmental 

functions and services, adjusts for current hiring trends, and help address required target reductions. 

 
Instruction 3: Maintain Mayoral initiatives and recommend ways to fund them more efficiently. 
 
Departments should strive to maintain Mayoral priorities in their budgets and recommend ways to fund them at 

less cost.  

 
Other Reminders: 
 
Department submissions must focus on programs that produce meaningful and equitable results. 
 
¢ƘŜ aŀȅƻǊΩǎ hŦŦƛŎŜ ŀǎƪǎ ŘŜǇŀǊǘƳŜƴǘǎ ǘƻ ŜǾŀƭǳŀǘŜ ŀƴŘ ǎǳōƳƛǘ ōǳŘƎŜǘǎ ǘƘŀǘ ŦǳƴŘ ǇǊƻƎǊŀƳǎ ǿƛǘƘ ŘŜƳƻƴǎǘǊŀǘŜŘ 

results and further, that attain equitable outcomes across the city. This means focusing on communities most 

impacted by racial, economic and social inequities and serving residents with the highest needs. Please use 

question 10 in form 1A to explain. 

 
Departments should seek public input in developing their proposed budgets in accordance with budget 
transparency legislation.  
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Budget transparency legislation requires most departments to hold two public meetings concerning each 
ŘŜǇŀǊǘƳŜƴǘΩǎ ǇǊƻǇƻǎŜŘ ōǳŘƎŜǘ ōȅ CŜōǊǳŀǊȅ мпΣ нлноΦ ¢ƘŜǎŜ ǘǿƻ ƳŜŜǘƛƴƎǎ Ƴǳǎǘ ōŜ ƘŜƭŘ ŀǘ ƭŜŀǎǘ ŦƛŦǘŜŜƴ ŎŀƭŜƴŘŀǊ 
days apart. Departments should utilize these meetings to inform the public how their budgets reflect departmental 
functions and priorities and to solicit input from community members in budget development. Information about 
the dates of these hearings and department budget submissions will be posted on the Citywide budget website 
(https://sf.gov/topics/budget). For more information on the requirements of this legislation, including noticing and 
timelines, please refer to File Administrative Code Section 3.3. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://sf.gov/topics/budget
https://codelibrary.amlegal.com/codes/san_francisco/latest/sf_admin/0-0-0-1431
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Budget Submission Forms and Instructions 
 

Form 1A & 1B: High-Level Summary 
 

Form 1A: Summary of Major Changes in DepartmentΩǎ Proposed Budget 
 
To be completed by: All departments must complete this form. Departments with commissions should also submit 
a copy of the budget presentation and supporting documents given to their commission. 
 
Budget Year (BY) and Budget Year Plus 1 (BY+1): Included in the Budget Instructions is reference to FY 2023-24 
and FY 2024-25 as BY and BY+1 respectively. 
 
Prior Year (PY) and Current Year (CY): Included in the Budget Instructions is reference to FY 2021-22 and FY 2022-
23 as PY and CY respectively. 
 
Instructions: Using Form 1A departments should respond to the 9 specific requests for information, as listed 
below, including specific FTE and dollar amounts where appropriate. Each of the 9 requests should have a unique 
answer to address the Major Changes column. This form should give a high-level narrative, explaining budget 
changes submitted in department phase. Forms 2A, 3A, and 3B provide the opportunity for account level 
notations. Form 1A specifically addresses the following: 
 

1. Summary. What major changes is the department proposing? Clearly describe each change, including the 
fiscal impact of the proposal. Alternatively, you may submit a 1-2 page memo with your budget submission 
summarizing the major changes. 

 
2. Target: How did the department meet its target in each year? What are the high-level programmatic, 

operational, or staffing impacts of this proposed reduction? For non-GFS departments, please describe 
your strategy for absorbing cost increases or revenue reductions without adding new costs to the General 
Fund. 
 

3. Positions: How are current year staffing levels and vacancies factored into your budget submission? What 
position changes is the department proposing to prioritize core service delivery while meeting the General 
Fund reduction target or NGF revenue reductions? Highlight any changes to FTE levels, budgeted attrition, 
temporary salaries, substitutions, and provide details in Form 3B.  

 
4. Expenditures: What major spending changes is the department proposing? Please provide information 

especially for any grant changes, major contract changes, personnel changes, or other changes that affect 

Section 

III 
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core services and functions. Highlight any changes related to major changes/initiatives as noted in the 
Summary section and provide details in Form 3A.  

 
5. Revenues:  What revenue changes did the department submit? Please differentiate between General Fund 

and non-General Fund. This should match an Audit Trail, as shown in Form 2A Revenue Report, as well as, 
the Expenditure Report in Form 3A.  

 
6. Legislation: Is the department seeking to submit any legislation with the budget? Does the department's 

budget assume any revenues/expenditures that require a legislative change?  

 
7. Prop J: Identify existing Prop J Analyses that will continue, and if the department's budget proposes any 

NEW contracting out of work previously done or that could be done by City workers.  

 
8. Transfer of Function: Is the department requesting any Transfer of Functions of positions between 

departments? If so, please explain.  
 

9. Interim Exceptions: Is the department requesting any interim exceptions (new positions that are 1.0 FTE 
rather than 0.79 in BY and 0.78 in BY +1)? If so, for what reason are is the request being made?  

 
10. Budget Equity:  How has the department considered equity in its budget submission?  

 

Form 1B: Department Budget Summary 
 
To be completed by: All departments. 
 
Instructions: After making all entries, please run BFM (budget system) report 15.50.012, aka "Department Total 
Budget Historical Comparison" in BFM Reporting and insert into budget submission. 
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Forms 2A, 2B, & 2C: Sources 
 

Form 2A: Department Revenue Report 
 
To be completed by: All departments. 
 
Overview: Form 2A should reflect all revenues including state and federal revenues and grants, licenses, permits, 
fines and service charges. For multi-year grants, budget only the FY 2023-24 and FY 2024-25 portions of the grant 
award. 
 
Instructions: This form should be submitted by running the 15.30.005c: Snapshot Comparison by Stage report, an 
audit trail report from the budget system. {ŜƭŜŎǘ ǎǘŀƎŜ άaнΦέ Please complete budget entries before running this 
report. Then, filter the Account Level 5 for revenue on the report and manually copy and paste into the official 
budget form, ensuring the report columns and form columns align. For each line item showing a variance from 
base in BY and/or BY+1, provide a description of the revenue and an explanation for the change in the άwŜǾŜƴǳŜ 
5ŜǎŎǊƛǇǘƛƻƴ ϧ 9ȄǇƭŀƴŀǘƛƻƴ ƻŦ /ƘŀƴƎŜέ column. There is a formula within the Excel version of the form that can help 
departments identify all the submitted changes to revenue. 
 
If there are changes in the amount of projected revenues, departments should explain historical trends or events 
causing the change. The explanations of existing revenue should be completed to provide revenue assumption 
confirmation. 
 
If you need assistance running the 15.30.005c report, please coƴǘŀŎǘ ȅƻǳǊ aŀȅƻǊΩǎ .ǳŘƎŜǘ hŦŦƛŎŜ ƻǊ /ƻƴǘǊƻƭƭŜǊΩǎ 
Budget Office analyst. The Form 2A submission must be formatted appropriately so that printed copies are easily 
readable by the public. 
 
Please NoteΥ !ƭƭ ǇǊƻǇƻǎŜŘ ǊŜǾŜƴǳŜ ŎƘŀƴƎŜǎ ŀǊŜ ǎǳōƧŜŎǘ ǘƻ aŀȅƻǊΩǎ .ǳŘƎŜt Office approval. Departments should 
ŘƛǎŎǳǎǎ ǇǊƻǇƻǎŜŘ ǊŜǾŜƴǳŜ ŎƘŀƴƎŜǎ ǿƛǘƘ ǘƘŜƛǊ ŀƴŀƭȅǎǘǎ ƛƴ ǘƘŜ aŀȅƻǊΩǎ .ǳŘƎŜǘ hŦŦƛŎŜ ŀƴŘ ǘƘŜ /ƻƴǘǊƻƭƭŜǊΩǎ .ǳŘƎŜǘ 
hŦŦƛŎŜ ǇǊƛƻǊ ǘƻ ƭƻŀŘƛƴƎ ƛƴǘƻ ǘƘŜ ōǳŘƎŜǘ ǎȅǎǘŜƳΦ ¢ƘŜ /ƻƴǘǊƻƭƭŜǊΩǎ .ǳŘƎŜǘ hŦŦƛŎŜ ǿƛƭƭ ǊŜǾƛŜǿ ŘŜǇŀǊǘƳŜƴǘŀƭ ǊŜǾŜnue 
estimates and their reasonableness and submit an opinion regarding the accuracy of the economic assumptions 
included in the Mayor's Proposed Budget to the Board of Supervisors. In addition, a copy of the related proposed 
ordinances should be forwarded ǘƻ ǘƘŜ /ƻƴǘǊƻƭƭŜǊΩǎ .ǳŘƎŜǘ hŦŦƛŎŜΦ 
 

Form 2B: Fees and Fines 
  
To be completed by: All departments. 
 
Overview: San Francisco Administrative Code Section 3.7 requires departments to submit a comprehensive 
schedule of license and permit fees, fines, and service charges and associated revenue (except charges regulated 
ōȅ {ǘŀǘŜ ƻǊ CŜŘŜǊŀƭ ƭŀǿύ ǿƛǘƘ ŜŀŎƘ ȅŜŀǊΩǎ ōǳŘƎŜǘ ǎǳōƳƛǎǎƛƻƴΦ ¢Ƙƛǎ ŦƻǊƳ ƛǎ ŀƭǎƻ ƪƴƻǿƴ ŀǎ ǘƘŜ ά{ŎƘŜŘǳƭŜ ƻŦ [ƛŎŜƴǎŜǎΣ 
tŜǊƳƛǘǎΣ CƛƴŜǎ ϧ {ŜǊǾƛŎŜ /ƘŀǊƎŜǎέΦ 
 
Instructions: List each of the DepartmenǘΩǎ ƭƛŎŜƴǎŜΣ ǇŜǊƳƛǘΣ ŦƛƴŜΣ ŀƴŘ ǎŜǊǾƛŎŜ ŎƘŀǊƎŜ ƛǘŜƳǎ ƛƴ CƻǊƳ н. ǿƛǘƘ ǘƘŜ 
details below. Please be sure to include all license and permit fees in PeopleSoft Account Level 3 4200 and 4750, 
fines in 4250, and charges for service in 4600. 
Status: 

a) C - for continuing fees without changes for CY (except for automatic CPI adjustment, if 
legislatively allowed); 
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b) M - for modified fees (increase or decrease); and 
c) N - for new fees. 

2) Brief description of the license/permit fee, fine, or service charge; 
3) Authorizing Code citation; 
4) Whether the authorizing code provides for an automatic CPI adjustment (Yes/No); 
5) Account, Authority, Fund, Department, Project, and Activity codes; 
6) Unit Basis (e.g., per year, per application, per inspection, per event, per appeal); 
7) Charge (per unit) in CY; 
8) Estimated quantity (in units) for CY; 
9) Budgeted Revenue for CY; 
10) Estimated percentage of the overall cost of the service in CY that will be covered by the current charge; 
11) Proposed BY and BY+1 charge (per unit); 
12) Estimated quantity (in units) for BY and BY+1; 
13) Proposed Revenue for BY and BY+1; 
14) Estimated percentage of the projected cost of a unit of service in BY and BY+1 that will be covered 

by the proposed fee (revenue may not exceed the cost of providing service); 
15) Date of the last increase in the fee; and 
16) Fee prior to last increase. 

 
tƭŜŀǎŜ ƴƻǘŜ ǘƘŀǘ ǘƘŜ /ƻƴǘǊƻƭƭŜǊΩǎ hŦŦƛŎŜ ǿƛƭƭ ǇǊƻǾƛŘŜ ǘƘŜ /tL ǾŀƭǳŜǎ ŦƻǊ .¸ ŀƴŘ .¸Ҍм ōŀǎŜŘ ƻƴ ƛƴŦƻǊƳŀǘƛƻƴ ǇǳōƭƛǎƘŜŘ 
by the U.S. 5ŜǇŀǊǘƳŜƴǘ ƻŦ [ŀōƻǊ ƛƴ WŀƴǳŀǊȅΦ /ƻƴǘŀŎǘ ǘƘŜ /ƻƴǘǊƻƭƭŜǊΩǎ .ǳŘƎŜǘ hŦŦƛŎŜ ŦƻǊ ǘƘŜ /tL ǾŀƭǳŜs before 
submitting Form 2B. 
 
Please ensure that new and modified fees are included on Table 1, form 2B, while continuing fees are included on 
Table 2, form 2B. Drop down menus have been included for your use. 
 
Please Note: Each year, the /ƻƴǘǊƻƭƭŜǊΩǎ .ǳŘƎŜǘ hŦŦƛŎŜ ǊŜƭƛŜǎ ƻƴ ǎǳōƳƛǘǘŜŘ ƛƴŦƻǊƳŀǘƛƻƴ ǘƻ ŎƻƳǇƛƭŜ ŀ aŀǎǘŜǊ CŜŜ 
Schedule for City policymakers and other interested stakeholders. Therefore, departments must complete Form 2B 
in full detail. Please pay special attention to the list of fees to ensure that each fee listed is actually being collected, 
and that all fees being collected by the department are listed. Also, please note that the Department must certify 
that the proposed fee levels do not generate revenue in excess of the cost of providing the service. 
 
Some departments have particularly complex fee schedules, making it difficult to summarize data into Budget 
Form 2B. In these cases, departments may submit documentation with similar fee information in lieu of Budget 
Form 2B. 

 
Proposition 26 - Supermajority Vote to Pass New Taxes and Fees Act 
Any departments proposing to increase fees or create new fees should contact their Deputy City Attorney and 
Controller's Budget Office and Mayor's Budget Office analysts to ensure any proposals comply with the terms 
of State Proposition 26, passed on November 3, 2010, which changes the definition of a tax and imposes 
increased approval requirements for some rate increases. 
 

Form 2C: Fee Cost Recovery 
 
To be completed by: Departments submitting new and/or modified fees, fines, or service charges, in BY or BY+1. 
 
InstructionsΥ Cƻƭƭƻǿ ǘƘŜ ŦŜŜ ŎƘŀƴƎŜ ŜȄŀƳǇƭŜ ǇǊƻǾƛŘŜŘ ƛƴ ǘƘŜ ǎŀƳǇƭŜ ŦƻǊƳΦ ¢ƘŜ aŀȅƻǊΩǎ .ǳŘƎŜǘ hŦŦƛŎŜ ǿƛƭƭ 
coordinate the legislative process for all changes in fees, fines, and charges for service. 
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Any departments proposing to increase fees or create new fees should contact their Deputy City Attorney, 
Controller's Budget Office, and Mayor's Budget Office analyst to ensure any proposals comply with the terms of 
State Proposition 26, passed on November 3, 2010, which changes the definition of a tax and imposes increased 
approval requirements for some rate increases. 
 
Please Note: All final budget-related legislation, including legislation to enable new fees or increases to current 
fŜŜǎΣ ǎƘƻǳƭŘ ōŜ ǎǳōƳƛǘǘŜŘ ōȅ ŘŜǇŀǊǘƳŜƴǘǎ ǘƻ ǘƘŜ aŀȅƻǊΩǎ .ǳŘƎŜǘ hŦŦƛŎŜ ōȅ May 1. 
 
²ƛǘƘ ǇǊƛƻǊ ŀǇǇǊƻǾŀƭ ŦǊƻƳ ǘƘŜƛǊ aŀȅƻǊΩǎ .ǳŘƎŜǘ hŦŦƛŎŜ ŀƴŀƭȅǎǘǎΣ ŘŜǇŀǊǘƳŜƴǘǎ may consider proposed and projected 
increases in revenues from fees and fines to meet their BY and BY+1 General Fund Efficiency/Reduction Targets. 
¢ƘŜ /ƻƴǘǊƻƭƭŜǊΩǎ .ǳŘƎŜǘ hŦŦƛŎŜ ǿƛƭƭ ǇǊƻǾƛŘŜ ǘƘŜ /tL ǾŀƭǳŜǎ ŦƻǊ .¸ ŀƴŘ .¸Ҍм ōŀǎŜŘ ƻƴ ƛƴŦƻǊƳŀǘƛƻƴ ǇǳōƭƛǎƘŜŘ ōȅ ǘƘŜ 
U.S. Department of Labor in January. Departments are encouraged to begin discussions with their MŀȅƻǊΩǎ .ǳŘƎŜǘ 
Office analysts well in advance of the Department budget submission deadline, to facilitate implementation of 
their proposed new fee or fee modification. Departments should be prepared to discuss the structure of all new 
fees, as well as plans for their implementation. 
 
Departments should ensure that any new or existing fee, fine and penalty is analyzed through an equity model. 
¢ƘŜ aŀȅƻǊΩǎ hŦŦƛŎŜ ŀƴŘ Treasurer and Tax /ƻƭƭŜŎǘƻǊΩǎ ό¢¢·ύ CƛƴŀƴŎƛŀƭ Justice Project have established equity criteria 
and alternatives for departments to consider in reviewing fees, fines, and penalties. 
  
Alternatives to fees may include: 

1. .ŀǎƛƴƎ ǘƘŜ ŦƛƴŜ ƻǊ ŦŜŜ ƻƴ ǇŜƻǇƭŜΩǎ ŀōƛƭƛǘȅ ǘƻ Ǉŀȅ 
2. Eliminating the fine or fee and identifying alternative methods to achieve the policy goal 

3. Offering accessible, non-monetary alternatives to payment, such as performing community services or 

receiving social services. 

 

In examining fines, fees, and penalties, the following questions should be considered: 
1. Is the fine or fee equitable? Does it impact some people harder than others? Does it exacerbate existing 

racial and socioeconomic disparities? 
2. Is it an effective and equitable means to achieve the end policy goal? 
3. What is the cost of collections relative to the revenue and policy goal? 

  

/ƻƴǘŀŎǘ ȅƻǳǊ a.h ŀƴŀƭȅǎǘ ƻǊ ¢¢·Ωǎ CƛƴŀƴŎƛŀƭ WǳǎǘƛŎŜ tǊƻƧŜŎǘ ŦƻǊ ƳƻǊŜ ƛƴŦƻǊƳŀǘƛƻƴ ŀƴŘ ǎǳǇǇƻǊǘΦ 
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Form 3A and 3B: Uses 
 

Form 3A: Expenditure Changes 
 
To be completed by: All departments. 
 

Instructions: This form should be submitted by running the 15.30.005c: Snapshot to Current Comparison by Stage 
report, an audit trail report in BFM. Please complete budget entries before running this report. Then, filter the 
Account Level 5 for expenditures and manually copy and paste into the official budget form, ensuring the report 
columns and form columns align. For each line item showing a variance from base in BY and/or BY+1, provide an 
explanation of ǘƘŜ ά9ȄǇƭŀƴŀǘƛƻƴ ƻŦ /ƘŀƴƎŜΣέ ŦƻǊ ŜŀŎƘ .ǳŘƎŜǘ ¸ŜŀǊ Ŏƻlumn. There is a formula within the excel 
version of the form that can help departments identify all the submitted changes to expenditures. 
 
Explanations for changes in expenditures require the same information required for changes in revenues. 
Departments should be as precise as possible, and show all calculations used in estimating increases or decreases. 
 

Form 3B: Position Changes 
 
To be completed by: All departments. 
 

Instructions: This form should be submitted by running the 15.30.004c: Position Fringe Snapshot to Current 
Comparison by Stage report, an audit trail report from the BFM system. Please complete budget entries before 
running this report, then manually copy and paste into the official budget form, ensuring the report columns and 
form columns align. For each line item showing a variance in FTE and/or amount from base in BY and/or BY+1, 
ǇǊƻǾƛŘŜ ŀƴ ŜȄǇƭŀƴŀǘƛƻƴ ŦƻǊ ǘƘŜ ŎƘŀƴƎŜ ƛƴ ǘƘŜ ά9ȄǇƭŀƴŀǘƛƻƴ ƻŦ C¢9 ŀƴŘκƻǊ !Ƴƻǳƴǘ /ƘŀƴƎŜέ ŎƻƭǳƳƴΦ Given the 
salary and fringe benefits for positions may fall on separate lines, please only fill in an explanation on changes 
from base on salary and discretionary special class lines. 
 
The aŀȅƻǊΩǎ .ǳŘƎŜǘ hŦŦƛŎŜ ǿƛƭƭ ǘƘƻǊƻǳƎƘƭȅ ǊŜǾƛŜǿ Ǉƻǎƛǘƛƻƴ ǎǳōǎǘƛǘǳǘƛƻƴǎ, including those with significant 
percentage changes in salary, and substitutions across job families in departmental submissions. Departments 
should be as precise as possible and explain all proposed position changes and the change in work or organization 
that is leading to the request. Requests are subject to future review by the Department of Human Resources 
for classification verification. Departments are reminded to include reference numbers in submissions in order to 
link position substitutions. 
 
If the department is reprioritizing existing FTE within your budget, then please enter a substitution action, and make 
sure to use pay period 1 for the existing position if it is already filled. If the desire is to delete a vacant position and 
this necessitates creating a new position to offset a deletion, new positions starting in BY should be entered to 
begin no earlier than Pay Period 7 and/or no greater than 0.79 FTE in BY and 0.78 FTE in BY+1. 
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Form 4A & 4B: Equipment & Fleet Requests 
 
Equipment and Fleet requests will be submitted as part of the new budget system, BFM, with Department budget 
submissions, not through a separate Sharepoint site or excel file. 
 
Equipment and Fleet Deadline: All equipment and fleet requests are to be submitted by Tuesday, February 21, 2023 
ŀǎ ǇŀǊǘ ƻŦ ŀ ŘŜǇŀǊǘƳŜƴǘΩǎ ǇǊƻǇƻǎŜŘ ōǳŘƎŜǘ. 
 

Forms Overview 
 
Departments requesting General Fund for Equipment and Fleet purchases should fill out the following 3 tabs 
under Chart of Account: Equipment Number and Form 7000 (NGFS) / Form 7100 (GFS) in BFM: 

- Equipment 
- Fleet 4B.1 
- Fleet 4B.2 

 
Please answer all applicable questions on all three tabs. The report will sort and deliver the necessary information 
to Forms 4A and 4B. Please submit each unit (of equipment or fleet) separately with an independent Equipment 
Number. 
 
In BFM, departmental staff will be able to download Forms 4A and 4B to ensure their Equipment and Fleet requests 
were submitted in the system. Fleet unit costs can be referenced on Form 4B, in which unit costs are calculated 
based on information entered in Fleet 4B.1 and 4B.2 Forms 4A and 4B can be downloaded from BFM reporting. 
 
New and changes to GFS Equipment and Fleet loaded in BFM will not ōŜ ƭƻŀŘŜŘ ƛƴǘƻ ŘŜǇŀǊǘƳŜƴǘΩǎ ōǳŘƎŜǘǎ ŀƴŘ 
will not be visible in a regular chart of accounts e-turn ς they will only be visible through the equipment reports. 
hƴŎŜ ǊŜǉǳŜǎǘǎ ŀǊŜ ŀǇǇǊƻǾŜŘ ōȅ ǘƘŜ aŀȅƻǊΩǎ hŦŦƛŎŜ and Fleet Management, they will be loaded into the budget 
ŘǳǊƛƴƎ aŀȅƻǊΩǎ tƘŀǎŜ. 
 
Completed General Fund equipment requests will be ŜǾŀƭǳŀǘŜŘ ƛƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ мύ ǘƘŜ aŀȅƻǊΩǎ hŦŦƛŎŜ tƻƭƛŎȅ 
LƴǎǘǊǳŎǘƛƻƴǎ ŀƴŘ ƎǳƛŘŜƭƛƴŜǎ ŘŜǎŎǊƛōŜŘ ǿƛǘƘƛƴ ǘƘŜ .ǳŘƎŜǘ LƴǎǘǊǳŎǘƛƻƴǎΤ нύ ŘŜǇŀǊǘƳŜƴǘΩǎ ƧǳǎǘƛŦƛŎŀǘƛƻƴ ŀƴŘ ŀƭƛƎƴƳŜƴǘ 
with overall strategic and operational goals and objectives of the Department; and 3) availability of funding in the 
Fiscal Year of request. 

 
Before making a request for new equipment, departments should visit the Virtual Warehouse managed by the 
Department of the Environment. The Virtual Warehouse is an exchange system for surplus items ς office 
furniture, computers, equipment, and supplies ς among City departments. All items in the Virtual Warehouse 
are free to City departments. By using these items rather than making new purchases, the City can save money 
and reduce its environmental impact by limiting waste. Visit the warehouse at: 
http://warehouse.sfenvironment.org/ 
 

Definitions 
 

Equipment: Equipment is defined as items with a total unit cost of $5,000 or more, including taxes and fees, and 
having a useful life of three years or more. Items not meeting these criteria must be budgeted and loaded in 
materials and supplies. Do not include materials and supplies on this form. Sales tax and other costs required to 
put equipment into service should be included in the unit cost for the item, as the total budget is the maximum 
available for that item. 

http://warehouse.sfenvironment.org/
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Surveillance Technology: Any software, electronic device, system utilizing an electronic device, or similar device 
used, designed, or primarily intended to collect, retain, process, or share audio, electronic, visual, location, 
thermal, biometric, olfactory or similar information specifically associated with, or capable of being associated 
with, any individual or group. Many technologies are exempt. Please see the Technology Project Proposals section 
for more information about exemptions and the process for obtaining approval to purchase technology and/or 
equipment that meet this definition. 
 
Equipment requests that are part of a Technology Project Proposal should also be submitted through the 
Technology Project Proposal SharePoint form (see instructions on the following page). 
 

Equipment Numbers: Each equipment item must be detailed as part of the budget request. In the budget system, 
an eight-character equipment number is pre-generated for each department to distinguish each equipment item.  
 

¶ The first three characters are the three-letter code for the department group 

¶ The next two characters indicate the second ƘŀƭŦ ƻŦ ǘƘŜ ŦƛǎŎŀƭ ȅŜŀǊ όƛΦŜΦΣ ά24έ ŦƻǊ C¸ 2023-24) 

¶ The last three characters are sequencing numbers (001, 002, 003, etc.) 
 
The equipment tab has a ǎŜǇŀǊŀǘŜ ŦƛŜƭŘ ƛƴŘƛŎŀǘŜǎ ǿƘŜǘƘŜǊ ǘƘŜ ƛǘŜƳ ƛǎ ƴŜǿ άbέ ƻǊ ǊŜǇƭŀŎŜƳŜƴǘ άwέ ŜǉǳƛǇƳŜƴǘΦ 
 

For equipment funded in operating budget, equipment numbers will be finalized following allocation of citywide 
equipment during Mayor phase. Please enter preliminary numbers in BFM. 
 
Form Instructions: Please complete the applicable questions on all three tabs listed under Chart of Account: 
Equipment Number and Form 7000 / Form 7100 in BFM with full chart string. Please refer to Equipment User 
Guide for more details on how to complete Equipment entries. 
 

Budget Form 4A: New General Fund equipment requests ς Do not include vehicles 
¶ Fiscal year 

¶ Equipment Description 

¶ Justification of Need 

¶ Project ID 

¶ Project Title 

¶ Equipment Number 

¶ New/Replace 

¶ Number of Units 

¶ Cost Per Unit 

¶ Total Cost w/ taxes and fees 
 

Budget Form 4B: Fleet  
Any department requesting to purchase new or replacement vehicles, whether requesting general fund support 
or not, should submit the following information through BFM: 

¶ Dept Point of Contact (Last Name, First Name) 

¶ Source of Funds 

¶ Requesting Department 

¶ Department Prefix 

¶ Division/Program (if applicable) 

¶ Fiscal Year 
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¶ Equipment Number Vehicle Type 

¶ .ǊƛŜŦ ŘŜǎŎǊƛǇǘƛƻƴ ƻŦ ±ŜƘƛŎƭŜ ¢ȅǇŜ ƛŦ άhǘƘŜǊέ 

¶ Fuel Type 

¶ Special Requirements Comments 

¶ If purchasing a sedan that is not battery electric, provide justification  

¶ Number of Units; Please create multiple rows if requesting multiple unitsΤ ǘƘŜ ǳƴƛǘ ŘŜŦŀǳƭǘ ƛǎ άмέ ƛƴ .Ca ŦƻǊ 
form 4B cost calculation 

¶ Justification of Need 

¶ Purchasing from Term Contract? 

¶ If purchasing from a Term Contract, which contract and spec #? 

¶ If NOT purchasing from a Term Contract, provide a description of the required vehicle, including make and 
model 

¶ Total Base Cost per Unit 

¶ Estimated Supplemental Costs per Unit (e.g. additional vehicle options, outfitting, charging infrastructure if 
purchasing EV, freight if not purchasing from term contracts, etc.) 

 
Please note, term contract prices for pickup trucks, SUVs, and vans will be finalized in early January 2023. If you are 
requesting to purchase one of these vehicles, please confirm the correct term contract price with Fleet 
Management (Camilla Taufic, Business Manager for Fleet Management-Central Shops before submitting budget 
forms and for non-General Fund requests, before loading any costs. 
 
Departments are encouraged to work with Fleet Management (Business Manager for Fleet Management-Central 
Shops: Camilla Taufic; camilla.taufic@sfgov.org) prior to submitting their vehicle requests. All vehicle requests will 
be reviewed by Fleet Management during the Mayor phase of the budget process to ensure adherence to citywide 
fleet policies. Please review Appendix A for further information. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:camilla.taufic@sfgov.org
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COIT Budget Request: Technology Project Proposals 

To be completed by: All departments with technology projects over $100,000. 

Instructions: All new technology projects with expected costs of $100,000+ must be submitted to COIT for 
approval. Projects requesting COIT funding will provide additional information. 

Deadline: All documents are to be submitted by Friday, January 20, 2023. 

 

To submit a request form, please go to /hL¢Ωǎ .ǳŘƎŜǘ ŀƴŘ tŜǊŦƻǊƳŀƴŎŜ {ƘŀǊŜtƻƛƴǘ {ƛǘŜ. 
Full URL: https://sfgov1.sharepoint.com/sites/ADM-COIT/SitePages/Budget%20FY2023-24.aspx#/ 

 

Please Note: Do not submit duplicative requests to Capital Planning and COIT. Our offices will coordinate requests 
once received. 

If you have any questions, please contact COIT staff: 

Neil Dandavati 
Technology Portfolio Manager  

Neil.dandavati@sfgov.org 
(510) 295-3122 

 

Definitions 

Technology Project: An initiative to build, purchase, or significantly update a technology which will have a 
measurable impact on Department operations. Projects go through four phases: planning, design, development, 
and production all within a specified start and end date. Costs associated with the ongoing maintenance & support 
of an existing technology are not considered a project. 

Technology Materials & Supplies: Expenses related to the routine maintenance of existing technology systems, 
including purchase of materials and supplies, should be part of a 5ŜǇŀǊǘƳŜƴǘΩǎ operating budget and outlined on 
Form 3. However, expenditures that are part of a larger technology project can be included in a COIT request. 

Technology Equipment: Expenditures related to basic maintenance of technology systems or equipment. Unless 
expenditures are included as part of a larger technology project, GFS COIT equipment requests should not be 
entered in form 4A, and instead should be part of the COIT request via the Sharepoint site. NGFS COIT requests 
should be loaded in form 4A in the Budget Instructions Forms. 
 
 

 
 
 
 
 
 
 
 

https://sfgov1.sharepoint.com/sites/ADM-COIT/SitePages/COITBudgetPerformanceSystem.aspx
https://sfgov1.sharepoint.com/sites/ADM-COIT/SitePages/Budget%20FY2023-24.aspx#/
mailto:Neil.dandavati@sfgov.org
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Technology Budget Codes: Technology projects should be budgeted using the following PS Account Numbers: 

527610 Systems Consulting Services 

549210 Data Processing Supplies 

529110 DP/WP (Data Processing/ Word Processing) Equipment Maintenance  

531110 Data Processing Equipment Rental 

535960 Software Licensing Fees 

549730 Periodicals ς Library Only 

560610 Data Processing Equipment 

561610 Data Processing Equipment ς Lease/Purchase-Initial  

562610 Data Processing Equipment ς Lease/Purchase-Renewal  

563610 Data Processing Equipment ς Lease/Purchase-Finance Agency-Initial  

564610 Data Processing Equipment ς Lease/Purchase-Finance Agency-Renewal 

 

Submission Guidelines 
The COIT budget process is designed to evaluate the strategic value of projects and prioritize funding towards 
projects with high impact. 
 
Before submitting to COIT, Departments should have engaged in considerable research to define project 
objectives, user needs, and strategic value.  COIT staff will work with each Department to review and evaluate each 
proposal. Only a select number of projects will be selected to receive General Fund support. 
 

Project Costing for Technology Project in PeopleSoft 
The financial system offers additional functionality to better track project expenditures. Through the Project 
Costing module, Departments may track expenditures by activity. 
 
Instructions to create and maintain projects and activities are available on the SF Employees Portal and the 
/ƻƴǘǊƻƭƭŜǊΩǎ !ŎŎƻǳƴǘƛƴƎ tƻƭƛŎƛŜǎ ŀƴŘ tǊƻŎŜŘǳǊŜǎ ό{ŜŎǘƛƻƴ мсύΦ 
 
Below are the recommended Work Breakdown Structure (WBS) for waterfall and agile methodologies. 

Waterfall    Agile  

WBS ID Activity Name    WBS ID Activity Name  

1 Initiating    1 Initiating  

1.1  User Research    1.1  User Research  

1.2  Requirements Analysis    1.2  Requirements Analysis  

1.3  Develop Project Charter    1.3  Develop Project Charter  

2 Planning    2 Planning  

2.1  Verify & Validate User 

Requirements  
  2.1  Verify & Validate User 

Requirements  
2.2  Develop Project Plan    2.2  Develop Project Plan  

2.3  Secure Project Team    2.3  Secure Project Team  

2.4  Initiate Procurement    2.4  Initiate Procurement  

3 Implementing    3 Iteration A <development 

sprints>  
3.1  Design     3.1  Design  

3.2  Procure 

Hardware/Software/Staffin

g 

  3.2  Prototype  

3.3  Prototype     3.3  User Testing  

3.4  System Testing    3.4  Adjustments  
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3.5  Training & Change 

Management  
  3.4.1  Quality Assurance  

3.6  Go Live   4 Iteration B  <duplicates 

Iteration A>  
4 Closing    5 Closing  

4.1  Documentation    5.1  Documentation  

4.2  Training & Change 

Management  
  5.2  Training & Change 

Management  
4.3  End User Feedback    5.3  End User Feedback  

4.4  Transition to Maintenance & 

Support  
  5.4  Transition to Maintenance & 

Support  

Technical Note: Departments that receive General Fund support for COIT technology projects should not load 
project details into the Budget System. Project details will be loaded upon final approval by Mayoral Staff during 
ǘƘŜ aŀȅƻǊΩǎ tƘŀǎŜ ƻŦ ǘƘŜ ōǳŘƎŜǘ ǇǊƻŎŜǎǎ. 

 

Capital Budget Request 

To be completed by: All departments with General Fund capital or Capital Planning Fund requests. 
 

Instructions: Submit FY 2023-24 and FY 2024-25 Capital Budget requests to the Office of Resilience and Capital 
Planning Program (ORCP) via BFM by Friday, January 20, 2023. Please contact Ken Hinton ƛƴ ǘƘŜ /ƻƴǘǊƻƭƭŜǊΩǎ hŦŦƛŎŜ 
Budget and Analysis Division (Ken.Hinton@sfgov.org) if you need help with access or have any technical 
difficulties. Contact Nishad Joshi at ORCP (Nishad.Joshi@sfgov.org) if you have any subject-matter-related 
questions. 

 

Funding is not guaranteed for projects that are already in the Capital Plan or budgeted/funded for FY 2023-24 
in the last budget cycle; therefore, be sure to submit a formal budget request for each project, including new 
items at the activity level. Even for projects that have been funded for FY 2023-24 according to the last 
approved budget, a new request must be made. As always, renewal projects will be prioritized and should make 
ǳǇ ǘƘŜ ƳŀƧƻǊƛǘȅ ƻŦ ōǳŘƎŜǘ ǊŜǉǳŜǎǘǎΦ tƭŜŀǎŜ ƳŀƪŜ ǎǳǊŜ ǘƻ ǇǊƛƻǊƛǘƛȊŜ ŀƭƭ ǊŜǉǳŜǎǘǎ ōȅ ŀǎǎƛƎƴƛƴƎ ŀ ά5ŜǇǘ tǊƛƻǊƛǘȅΣέ 
provide vetted cost estimates, prioritize projects that can be executed in a timely manner, and provide 
PeopleSoft Chart fields as requested. 

 
The Capital Planning Committee (CPC) will review Capital Planning staff recommendations from February to 
March 2023. Once proƧŜŎǘǎ ŀǊŜ ŀǇǇǊƻǾŜŘ ōȅ /ŀǇƛǘŀƭ tƭŀƴƴƛƴƎ /ƻƳƳƛǘǘŜŜ ŀƴŘ ǘƘŜ aŀȅƻǊΩǎ hŦŦƛŎŜΣ ǘƘŜȅ ǿƛƭƭ ōŜ 
ƭƻŀŘŜŘ ƛƴǘƻ ǘƘŜ aŀȅƻǊΩǎ tƘŀǎŜ ƻŦ ǘƘŜ ōǳŘƎŜǘ. Note that changes to previously approved FY 2023-24 projects 
in the base budget and new project requests entered via CPC project forms 7900 (CPC GFS) and 7200 (CPC 
NGFS+) will not be part of the total $ amount of department budget submissions. 

 

The Capital Budget includes three main types of capital projects, all of which should be exclusively entered in 
the Capital forms of the budget system once approved: 
 

 

mailto:Ken.Hinton@sfgov.org
mailto:Nishad.Joshi@sfgov.org
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1.   Renewals & 
Replacements 

 
FSP Chart of Account: 
584030 ς Capital 
Renewal Projects 

Repairing or replacing facility components and infrastructure to maintain 
ŀƴ ŀǎǎŜǘΩǎ ŎǳǊǊŜƴǘ ǳǎŜ ƻǊ ǾŀƭǳŜ ŀƴŘκƻǊ ǇǊŜǎŜǊǾŜ ƛǘǎ useful life. For 
ŜȄŀƳǇƭŜΣ ǊŜǇŀǾƛƴƎ ŀ ǎǘǊŜŜǘ ŀƴŘ ǊŜǇƭŀŎƛƴƎ ŀ ōǳƛƭŘƛƴƎΩǎ ǊƻƻŦ ƻǊ I±!/ 
equipment are renewals/replacements. 
Requests for renewals/replacements at City facilities should align 
ǿƛǘƘ Řŀǘŀ ƛƴ ǘƘŜ /ƛǘȅΩǎ Facilities Renewal Resource Model (FRRM) 

2.   Enhancements 
 

FSP Chart of Account: 
567000 ς Bldgs, Struct 

& Imprv Proj - Budget 

New construction, renovations, or other improvements that increase an 
ŀǎǎŜǘΩǎ value or useful life or change its use. Requests for planning and 
design funding are considered enhancements. For example, removing 
barriers to the path of travel to comply with ADA requirements, building a 
new data center, and seismically bracing or retrofitting an existing facility 
are all enhancement projects. 
Requests for enhancements should be represented in the Capital Plan. 

3.   Maintenance 
 

FSP Chart of Account: 
500010 ς Facilities 
Maintenance ς Budget 

These projects are for the day-to-day maintenance of existing 
buildings and infrastructure, including labor costs. Some examples of 
maintenance projects include replacing filters, filling potholes, and 
replacing light bulbs. The amount allocated for maintenance is based 
ƻƴ ǘƘŜ ǇǊŜǾƛƻǳǎ ȅŜŀǊΩǎ ŀǇǇǊƻǇǊƛation. 
Departments should budget additional funds to meet maintenance 
needs in their operating budgets if applicable. 

 

 

Please note: 
1. Do not use any other account codes for capital project related budgets other than the account codes 

listed above; do not use 506070. 
¶ !ƭƭ ŎŀǇƛǘŀƭ ǇǊƻƧŜŎǘǎ ǎŜǘ ǳǇ ƛƴ tŜƻǇƭŜ{ƻŦǘ ǿƛƭƭ ŀƭǎƻ ǊŜǉǳƛǊŜ ƛŘŜƴǘƛŦƛŎŀǘƛƻƴ ƻŦ άǇǊƻƧŜŎǘ ǘȅǇŜέΥ 

o ά/!t/tέ ŦƻǊ /ŀǇƛǘŀƭ tǊƻƧŜŎǘǎ ŦǳƴŘŜŘ ǘƘǊƻǳƎƘ ǘƘŜ /ŀǇƛǘŀƭ tƭŀƴƴƛƴƎ Committee 
o άa!Lb/έ ŦƻǊ CŀŎƛƭƛǘƛŜǎ aŀƛƴǘŜƴŀƴŎŜ ƻǊ aŀƛƴǘŜƴŀƴŎŜ ǇǊƻƧŜŎǘǎ ŦǳƴŘŜŘ ǘƘǊƻǳƎƘ ǘƘŜ /ŀǇƛǘŀƭ tƭŀƴƴƛƴƎ 

Committee. 

¶ All budget system (BFM) entries for capital projects will only be accepted in Capital forms, which will be 
further explained in the ControlƭŜǊΩǎ ƻŦŦƛŎŜ ǘŜŎƘƴƛŎŀƭ ƛƴǎǘǊǳŎǘƛƻƴǎ. 

¶ Requests for IT software, IT Capital Investment, and related equipment should be submitted to the 
Committee on Information Technology. 

¶ Requests for ADA-related projects should be ŎƻƻǊŘƛƴŀǘŜŘ ǘƘǊƻǳƎƘ ǘƘŜ aŀȅƻǊΩǎ hŦŦƛŎŜ ƻƴ 5ƛǎŀōƛƭƛǘȅΦ /ƻƴǘŀŎǘ 
Nicole Bohn (Nicole.Bohn@sfgov.org).

  

http://capitalrenewal.sightlines.com/
mailto:Nicole.Bohn@sfgov.org
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/ƻƴǘǊƻƭƭŜǊΩǎ ¢ŜŎƘƴƛŎŀƭ LƴǎǘǊǳŎǘƛƻƴǎ 
 

Summary of Major Changes this Year: 
 
There were changes in some BFM reports, entry screens for position and nonposition items, and 
interdepartmental services: 
 
Reporting: 

¶ Line text is now available in Chart of Accounts eturn reports. This will appear as an additional tab in the 
report, and will be distinguished by fiscal year. 

¶ Position eturn reports now include columns for the Current Year position number, prior to the ASO 
interface crosswalk after the budget was enacted in late July. 

¶ ! ƴŜǿ άƛƴǾŀƭƛŘέ ƳŜǎǎŀƎŜ ŀǇǇŜŀǊǎ ƛƴ ǊŜǇƻǊǘǎ ƛŦ ǘƘŜ ƛŘŜƴǘƛŦƛŜŘ Ǉŀȅ ǇŜǊƛƻŘǎ ŀǊŜ ƴƻǘ ŀŎǘǳŀƭ Ǉŀȅ ǇŜǊƛƻŘ ǎǘŀǊǘ 
and end dates. Departments should correct ǘƘŜ Ǉŀȅ ǇŜǊƛƻŘǎ ŦƻǊ ŀƴȅ ƭƛƴŜǎ ǘƘŀǘ Ŏƻƴǘŀƛƴ ǘƘŜ άƛƴǾŀƭƛŘέ 
message 

 
Nonposition Entries: 

¶ There are now separate columns identifying one time and ongoing base adjustments in the rollover 
base budget. 

¶ Most nonposition export/import forms now have the same format for the columns included. The 
exception is for Transfer, IDS, and equipment forms given their specific nature. 
 

Position Entries: 

¶ A new action indicator, Q, has been added to reflect ASO amendments made during the year through 
supplemental appropriations. When using this action indicator, manually change the starting pay period 
to pay period 1 so that there is not a gap in funding for the position in the new fiscal year. 

¶ A new action indicator, TF, has been added to identify Transfers of Function. 

¶ A pair of new action indicators, MF and MT, have been added to identify partial FTEs in the same job 
class that are merging. MF is for the position that is merging from one position to another, and MT is the 
destination merging to position. 

 
Interdepartmental Services Entries: 

¶ Two IDS accounts have been moved from discretionary to centrally loaded: 581280 ς DT SFGovTV and 
581325 ς DT Enterprise Tech  

¶ One IDS account has moved from centrally loaded to discretionary: 581620 ς GF HR Management 
Benefits Admin System 

 
Departments should remove all entries in account 519010, as this account is exclusively for use of the 
/ƻƴǘǊƻƭƭŜǊΩǎ hŦŦƛŎŜ ǘƻ ōŀƭŀƴŎŜ funds.  

 

Section 

IV 
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Reminders from Last Year 
 
Appropriating Bond Interest: Departments must not budget bond interest without approval from the 
/ƻƴǘǊƻƭƭŜǊΩǎ hŦŦƛŎŜ ƻŦ tǳōƭƛŎ CƛƴŀƴŎŜ (OPF). 

1) 5ŜǇŀǊǘƳŜƴǘǎ Ƴǳǎǘ ǊŜŀŎƘ ƻǳǘ ǘƻ ǘƘŜ /ƻƴǘǊƻƭƭŜǊΩǎ hŦŦƛŎŜ ƻŦ tǳōƭƛŎ Finance if they would like to start the 
process to appropriate bond interest. The BAD budget analyst and AOSD debt group must be 
copied on communication. Please note that department budget staff are encouraged to reach 
ƻǳǘ ǘƻ ǘƘŜ /ƻƴǘǊƻƭƭŜǊΩǎ hŦŦƛŎŜ of Public Finance ǊŜƎŀǊŘƛƴƎ ƛǘŜƳǎ ƛƴ ǘƘŜ /ƛǘȅΩǎ {ǘŀǘŜƳŜƴǘ ƻŦ .ƻƴŘ 
Redemption and Interest that is a section in the AAO. 

2) After OPF certification on the completion of the arbitrage calculation (e.g., yield; proceeds), BAD will 
work with the department and OPF to budget the interest appropriately. (i.e. make sure 
spending is set up correctly to comply with the requirements, use interest revenue account 
instead of use of fund balance 499999) 

3) BAD will work with OPF in case the arbitrage charge is incomplete, and the spending needs to be put 
on reserve. 

Departments appropriating bond interest must use an interest account code instead of use of fund balance or 
account code 499999. Departments intending to appropriate bond interest are required to notify the 
ControlleǊΩǎ hŦŦƛŎŜ ƛŦ ǘƘŜ ōƻƴŘ ƛƴǘŜǊŜǎǘ ƛǎ ǎǘƛƭƭ ǎǳōƧŜŎǘ ǘƻ ŀǊōƛǘǊŀƎŜ ŎŀƭŎǳƭŀǘƛƻƴǎΦ  
 
Budget Website: Legislation passed in December 2019 established a budget website and processes for 
departments to gain public input on their budget priorities.  Specified departments are required to solicit public 
input both before and after their proposed budgets are created, and no later than February 14th each year. 
Department budget submissions will continue to be posted on the budget website: https://sf.gov/topics/budget. 
(This is the third year of this process and is therefore in the Major Changes section as departments continue to 
implement.) 
 
Capital Equipment Requests: Capital projects may involve the purchase of equipment. However, because capital 
projects are budgeted in the budget system in the Capital application using account code 567000, no equipment 
numbers are entered into BFM. 
 
Chartfield Requests for new Department IDsΥ /ƘŀǊǘŦƛŜƭŘ ǊŜǉǳŜǎǘǎ ǎƘƻǳƭŘ Ǝƻ ǘƘǊƻǳƎƘ ȅƻǳǊ /ƻƴǘǊƻƭƭŜǊΩǎ hŦŦƛŎŜ 
analyst rather than directly to the Chartfield Administrator. Going directly to the Chartfield Administrator may 
slow the process. Note that new Department ID requests will be reviewed to confirm whether a department is 
reorganizing existing budget, as reorganizations may not be permitted. 
 
Interim Budget: TƘŜ aŀȅƻǊΩǎ June 1 Proposed FY 2023-24 budget will serve as the Interim Budget. Per the 
unchanged interim budget requirements in the Charter, there will be no new capital or equipment spending 
during the interim period, and no new positions will start unless submitted to the Board of Supervisors via an 
interim exception. 
 
Programmatic Projects: Account ID 506070, Programmatic Projects-Budget, should not be used in the budget 
system in account-controlled funds (e.g., fund 10000) or in the capital forms. Departments should correct the 
account or the fund to address this. 
 
Project Type: eTurns and audit trails now reflect the project type of each project. Project type is now a required 
PeopleSoft field and assists with tracking various types of budget items. As noted below in the Technology and 
Capital budgeting sections, for example, there are project types to identify whether a technology project is 
funded through COIT, which would be project type TECHC, or not through COIT, project type TECH. The method 
for identifying capital project types is similarτcapital projects funded through the Capital Planning Committee 
are CAPCP project type or CAP for non-Capital Planning Committee funded projects. Departments must tag 

https://sf.gov/topics/budget
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projects for capital requests that are reviewed by CPC with the project type, CAPCP ς CPC-funded capital project 
unless the CPC-funded capital request is for facilities maintenance. For CPC-funded facilities maintenance 
projects, departments must tag the project with the project type, MAINC ς CPC-funded facilities maintenance. 
 
Prop Js: CƻǊ ŦƛȄŜŘ ōǳŘƎŜǘ ŘŜǇŀǊǘƳŜƴǘǎΣ ƭŀǎǘ ȅŜŀǊΩǎ C¸ нл22-23 and FY 2023-24 budgets were submitted to the 
Board.  All non-fixed budget departments should submit updated and new BY (FY 2023-24) Prop Js with budget 
submissions on February 21, 2023. Prop J contracting authorizes outside contracting of existing services, when a 
service can be performed by private contract at a cost lower than the same service performed by civil servants. 
Requests mǳǎǘ ōŜ ǎǳōƳƛǘǘŜŘ ǘƻ ǘƘŜ /ƻƴǘǊƻƭƭŜǊΩǎ hŦŦƛŎŜ ŀƴŘ ŀǇǇǊƻǾŜŘ ōȅ ǘƘŜ .ƻŀǊŘ ƻŦ {ǳǇŜǊǾƛǎƻǊǎΦ  CƛȄŜŘ ōǳŘƎŜǘ 
departments do not need to resubmit an FY 2023-24 Prop J that was approved last year unless there have been 
changes since the submission that were not related to City salary COLAs. 
 
Subsetting request communicationτWhen requesting new codes, please write άϝϝ.ǳŘƎŜǘ wŜƭŀǘŜŘϝϝέ in the 
ǎǳōƧŜŎǘ ƭƛƴŜ ƻŦ ŜƳŀƛƭǎ ǘƻ ȅƻǳǊ /ƻƴǘǊƻƭƭŜǊΩǎ .ǳŘƎŜǘ ŀƴŘ !ƴŀƭȅǎƛǎ 5ƛǾƛǎƛƻƴ ŀƴŀƭȅǎǘ as well as ά/ƻŘŜǎ ǘƻ ōŜ ŎǊŜŀǘŜŘ ƛƴ 
PeopleSoft (P{ύ ŦƻǊ .Ca ǎǳōǎŜǘέ in the header and attach a complete subsetting file with the new code 
information also. Please see the subsetting section of this report. 
 
Use of Reserve: In the past, the budget practice for use of reserve was to use account 499998 in the fund where 
the associated spending is being budgeted. Departments now must budget use of reserves as a reduction in the 
actual reserve accounts (598xxx, 597xxx) ǿƘƛŎƘ άōŀƭŀƴŎŜέ ǎƻǳǊŎŜǎΣ ǿƘŜǊŜ ŀǇǇƭƛŎŀōƭŜΣ in the fund where the 
reserve exists. 
 
Account IDs for capital project requests: Departments must use either account ID 567000 Capital Project, 
500010 Facilities Maintenance, or 584030 Capital Renewals for budgeting capital project requests. DO NOT USE 
506070 Programmatic projects! Equipment requests will use the equipment related PeopleSoft account IDs 
discussed in Accounts for Equipment Requests and Equipment Lease Requests below. 
 
Grant projects: Departments must ensure that the Grant Project check box for grant project codes is checked in 
the maintain projects screen in PeopleSoft Financials. Checking this box identifies the project code as grant project 
code in both PeopleSoft Financials and BFM. Please see example below. 

 
 
 

Reminders due to System Conversion to Budget Formulation & Management (BFM) 
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Algorithm for Calculating Special Class Salary and Fringe Budget. In BFM, beginning in the FY 2022-23 budget, 
FTEs and fringe budgets for special class job classes were calculated using citywide rates, versus BPMS, which 
used the average of regular positions in a node. Because of this, the BY 2022-23 base FTE, salary, and fringe 
budget for departments contained variances with respect to the BY Original 2022-23 salary and fringe budget for 
departments approved as part of the BY+1 budget approved in the FY 2021-22 budget process. To offset these 
ǾŀǊƛŀƴŎŜǎΣ ǘƘŜ /ƻƴǘǊƻƭƭŜǊΩǎ .ǳŘƎŜǘ hŦŦƛŎŜ ƭƻŀŘŜŘ ƻƴ-going FTEs into job class 9995 and on-going 501000 and 
513000 budget amounts in departmentsΩ base budgets. The 9995 FTE adjustments appeared in the 15.10.006 
Position eTurns and in the 15.10.001 CoA eTurns. Last year, departments had to reallocate these FTEs and 
501000 and 513000 budgets to the appropriate special class job classes during department phase. This year 
departments should not need to do such reallocations. 
 
Real-time reporting. Department nonposition entries appear in real time in the budget reports such as the 
eTurns and audit trails. Department position entries will appear in real time in the budget reports after the 
ŘŜǇŀǊǘƳŜƴǘ ǳǎŜǊ Ƙŀǎ ŎƭƛŎƪŜŘ ŎŀƭŎǳƭŀǘŜ ǘƻ ǘǊƛƎƎŜǊ ŀ άŘŜƭǘŀ ǇǊƻƧŜŎǘƛƻƴέ ŀƴŘ ŀŦǘŜǊ ǘƘŜ ŘŜƭǘŀ ǇǊƻƧŜŎǘƛƻƴ Ƙŀǎ 
completed. The delta projection is a system process that runs in BFM that calculates the salary and fringe budget 
for position entries that have been entered since the last delta projection completed. If an entry has been made 
and no manually triggered delta projection is run afterwards, a scheduled nightly citywide delta projection will 
calculate that position eƴǘǊȅΩǎ ǎŀƭŀǊȅ ŀƴŘ ŦǊƛƴƎŜ ōǳŘƎŜǘ ŀƴŘ ōŜ ǊŜŦƭŜŎǘŜŘ ƛƴ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ƳƻǊƴƛƴƎΩǎ ǊŜǇƻǊǘΦ 
Citywide full projections are run Friday evenings to recalculate all of the positions entered in BFM.  
 
When multiple department users are making entries simultaneously and ŎƭƛŎƪ άŎŀƭŎǳƭŀǘŜΣέ ŀƭƭ ǳǎŜǊǎΩ ŜƴǘǊƛŜǎ ǿƛƭƭ 
be updated. 
 
For reference, the four applications previously used in the budget preparation system (BPMS) have been 
replaced by several forms in BFM including separate forms for entering budget for equipment, debt service, and 
interdepartmental services. Importantly, BFM includes a Capital module for entering capital requests requiring 
review by CPC and for capital requests that are self-funded by departments and that do not require review by 
CPC. Beginning in FY 2022-23, capital requests requiring review by CPC will be entered in BFM. 
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Position entries are at the position number level. For New Positions, once the budget is finally approved 

by the full Board of Supervisors and Mayor, a new Position number (òP#ó) report will be produced and 

departments will be asked to create new P#s in HCM and send it back to CON Systems with real P# filled. 

CON Systems will do a crosswalk and will not create ASO interface file until all position numbers are 

received.  

  

Split Funded Positions : Positions that are split funded and positions with multiple status indicators will be 

budgeted in multiple position entry lines in BFM. In these cases, the position numbers of all of the position 

entry lines for a single split funded position and a single position with multiple status indicators must contain 

the same position number suffixed with a sequential number such as -1, -2, -3, -4, etc to indicate that these 

lines pertain to the same position. For a split funded position and a position with multiple status indicators, 

the standard hours in each position line must be adjusted so that the total FTE for that one position does 

not exceed 1 FTE.  See example below. 

 



   
 

Page 40 of 113 

 
 

 

òNó and òFó records replace multiple Actions and entries in the prior budget system : BFM does not use 

a reference number to tie multiple entry lines corresponding to substitutions, reassignments, or status 

changes of existing positions in the base budget. In BFM, these position entries contain at least one òNó-

record, which subtracts the existing position from the base budget, and at least one F-record that adds back 

that position to the departmentõs budget whether in a different job class for substitutions, and different 

funding source for reassignments, or a different status indicator for change status entries. The position 

numbers used in the N and F records are the same and the identical position number identifies multiple 

position entry lines as belonging to the same position.  

 

Automatic Calculation of budget for Prop B and Prop C Re tiree Health Care for Active Employees.  The 

cityõs 1% share of costs for funding retiree health care benefits for current active employees is now 

automatically calculated by BFM as 1% of the salary budget for all regular and special class job classes with 

the exception of 011X commissioner job classes and TEMP job classes. Importantly, the budget for these 

fringe benefits is automatically allocated to accounts 515020 and 515030 in the same Chartfields containing 

the job classes receiving retiree health care benefits similar to the way retirement and health care benefits 

are budgeted under individual job classes. 

 

BFM includes separate forms for work order services:  

 

ω Centrally loaded interdepartmental services (IDS) budget is entered in form, Internal Serv ices ð 

Centrally Loaded (8200) . Departments do not have access to these forms. Budget for these IDS will be 

centrally loaded during Mayor Phase. 

ω Discretionary, departmental inter -department services  budget is entered in two forms, Internal 

Services Requestor (8000)  and Internal Services Provider (8100) . Both forms are accessible at the 

department group code pair level meaning that there are forms for each combination of requesting 

department  and performing department.  
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In form Internal Services Requestor (8000)  each unique interdepartmental service offered by the 

performing department is assigned a work order (WO) reference number. Each WO reference 

number corresponds to a unique 581XXX account ID in PeopleSoft. Requesting departments will 

enter the proposed IDS budget for each service requested from another department . Importantly, 

the requesting department must enter both the 581XXX budget for the requesting department and  

the partner performing departmentõs 486XXX recovery budget for each requested work order service 

in form Internal Services Requestor (8000) . The total 581XXX budget must equal total 486XXX 

recovery budget at the WO reference number level for the proposed work order budget to be 

considered balanced.  

 

In form Internal Services Provider (8100)  each unique interdepartmental service offered by the 

performing department is assigned a work order (WO) reference number. Each WO reference 

number corresponds to a unique 581XXX account ID in PeopleSoft Financials. Performing 

departments will enter the proposed IDS budget for each service requested by another department. 

Importantly, the performing department must enter both the 581XXX budget for the partner 

requesting department and  the performing departmentõs 486XXX recovery budget for each 

requested work order service in form Internal Services Provider (8100) . The total 581XXX budget 

must equal the total 486XXX recovery budget at the WO reference number level for the proposed 
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work order budget to be considered balanced.  

 

For discretionary, departmental work orders, the requesting and performing departments 

must agree on a balanced work order budget in department phase! In forms, Internal Services 

Requestor (8000)  and Internal Services Provider (8100) , both the performing a nd the requesting 

departments can see their partner departmentõs work order budget proposal. That is, the requesting 

departmentõs work order budget proposals entered in form Internal Services Requestor (8000)  is 

visible to the performing departm ent in form Internal Services Provider (8100) . For a work order 

service budget to be considered balanced and in agreement, the 581XXX and 486XXX budget 

amounts entered by the requesting and performing department must match and the total 581XXX 

budget amoun t must equal the total 486XXX budget amount. If they do not match, BFM will post 

the requesting departmentõs work order budget proposal to both the requesting departmentõs 

and performing departmentõs budget submissions by default. In other words, BFM will select the 

requesting departmentõs work order budget proposal as the winner. 

 

The screenshots below show two balanced work orders between two city departments in which the 

requesting and performing dep artments are in agreement. 

 

 

 
 

 
 
All capital project requests including requests that are approved by the Capital Planning Committee 

(CPC) are integrated into BFM.  

 

¶ CPC general fund supported (GFS) capital requests: In previous years, departments submitted 

CPC general fund supported capital requests in CPRD. Beginning FY 2023, CPC GFS capital requests 

will be entered by departments in BFMõs capital module form, Capital ð Dept Request ð CPC GFS 

(7900) . Departments will answer the CPC questionnaire in this form. These requests, including 

changes to prior approved capital projects are not  included in departmentsõ budget submission 
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package. However, the Capital ð Dept Requ est ð CPC GFS (7900) form will include projects that 

were approved in last yearõs budget process. For new project requests, departments can use 

placeholder project-activity codes that are autogenerated in BFM. These placeholder project-activity 

codes do not originate in PeopleSoft. These placeholder project-activity codes will be used for new 

capital project requests during the CPC approval process. Upon approval, departments will be 

requested to replace these placeholder project-activity codes with actual project -activity codes newly 

created in PeopleSoft during Mayor Phase via Chartfield request form submission and subset into 

BFM via subset request form submission to the Budget and Analysis Division (BAD). Departments 

must ensure that projects going through the CPC process are tagged with project type òCAPCPó ð 

except for facilities maintenance which would be òMAINCó. Approved CPC GFS capital requests will 

be posted to department budgets in Mayor Phase. 

¶ CPC non-general fund supported (NGFS) capital requests  must be entered in the Capital ð 

Dept Request ð CPC NGFS + (7200 ) form : Examples include gas-tax funded projects in Public 

Works and IPIC projects. These requests are not  included in departmentsõ budget submission 

packages. 

¶ All other capital requests that are self -funded by departments and do not requ ire review by 

CPC must be ente red in the BFM Capital - Dept Request - Non -CPC (7300) form . Examples  

include capital projects self-funded by PUC and Airport. These requests are included in departmentsõ 

budget submission package. 

 

Departmentsõ budget submission package Forms 4A and 4B for requesting general fund equipment 

and vehicles are integrated into BFM. Departments will answer a questionnaire regarding these requests 

in BFM, Equipment ð GFS (7100) form . Budget for these requests is not included in departmentsõ budget 

submissions package. Mayorõs Budget Office will review these requests. Approved requests will be posted to 

departmentsõ budgets by Mayorõs Budget Office during Mayor Phase. 
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Sources (Revenues) 
Revenue Policy 
 
General Statutory Authority: 
Article IX, Sections 9.100, 9.101, 9.102 of the San Francisco Charter, supplemented by Chapter 3 of the San 
Francisco Administrative Code, establishes budget policies and procedures with respect to revenue estimates. 
Specifically, San Francisco Charter Section 9.101 states, in part: 
 
The annual proposed budget shall include: 
 

1. Estimated revenues and surpluses from whatever sources, to the extent feasible, for the forthcoming 
fiscal year and the allocation of such revenues and surpluses to various departments, functions, and 
programs to support expenditures. Proposed expenditures may include such necessary and prudent 
reserves as recommended by the Controller; and 
 

2. A summary of the annual proposed budget with a narrative description of priorities, services to be 
provided and economic assumptions used in preparing the revenue estimates. 

 
San Francisco Charter Section 9.102 provides: 
 
The Mayor shall submit to the Controller for review the estimated revenues contained in the proposed biennial 
budget and any subsequent revisions. The Controller shall then provide the Board of Supervisors with an opinion 
regarding the accuracy of economic assumptions underlying the revenue estimates and the reasonableness of 
such estimates and revisions. 
 
Chapter 3 of the San Francisco Administrative Code outlines general requirements relating to departmental 
budget submissions. Specifically, Section 3.7 of the San Francisco Administrative Code requires departments to 
άǎǳōƳƛǘ ǿƛǘƘ ǘƘŜƛǊ ōǳŘƎŜǘ, a schedule showing each fee charged by said department, the revenues received 
from each such fee, except fees regulated by State or Federal law, and the costs incurred in providing the 
ǎŜǊǾƛŎŜǎ ŦƻǊ ǿƘƛŎƘ ǘƘŜ ŦŜŜ ƛǎ ŀǎǎŜǎǎŜŘΦέ 
 
Sources 
Total sources are determined by adding together the following components: 

 
1. General Fund Allocation; 
2. Revenues (Citywide and Departmental); 
3. Transfers In; 
4. Bond Proceeds; 
5. Available Surplus (Fund Balances); and 
6. Expenditure Recoveries from providing Interdepartmental Services. 

 
Revenues Definition 
All City revenues fall into two basic revenue categories: (1) Citywide and (2) Departmental. 
 

1. Citywide revenue is budgeted primarily in the General City Responsibility (GEN) section of the budget. 
These revenues are generally not attributable to a specific department, commission, or agency. 
Citywide revenue estimates (e.g., Property Tax, Sales Tax, Hotel Room Tax for the General Fund) are 
ǇǊƻƧŜŎǘŜŘ ŀƴŘ ǊŜǾƛŜǿŜŘ ŦƻǊ ŀŎŎǳǊŀŎȅ ōȅ ǘƘŜ /ƻƴǘǊƻƭƭŜǊΩǎ hŦŦƛŎŜ ŀƴŘ ōǳŘƎŜǘŜŘ ōȅ ǘƘŜ aŀȅƻǊΩǎ hŦŦƛŎŜΦ Lƴ 



   
 

Page 45 of 113 

ǇǊŜǇŀǊƛƴƎ ŀƴŘ ǊŜǾƛŜǿƛƴƎ ǘƘŜǎŜ ŜǎǘƛƳŀǘŜǎΣ ǘƘŜ aŀȅƻǊΩǎ hŦŦƛŎŜ ŀƴŘ ǘƘŜ /ƻƴǘǊƻƭƭŜǊΩǎ hŦŦƛŎŜ ǿƛƭƭ ǳǎŜ ŎǳǊǊŜƴǘ 
ȅŜŀǊΩǎ budgeted revenue amounts as a starting point, incorporating year-to-date performance as well 
as current economic information pertinent to the various revenue sources. 

 
2. Departmental revenue is generated by the services, programs, or activities of a particular City 

department, commission, or agency. 
 

Revenue Forms 
wŜǾŜƴǳŜ ŦƻǊƳǎ н!Σ н. ŀƴŘ н/ ŀǊŜ ŘǳŜ ǘƻ ǘƘŜ /ƻƴǘǊƻƭƭŜǊΩǎ .ǳŘƎŜǘ hŦŦƛŎŜ ōȅ ǘƘŜ 5ŜǇŀǊǘƳŜƴǘ .ǳŘƎŜǘ wŜǉǳŜǎǘ 
submission deadline of Tuesday, February 21, 2023.  
 
All Departments 
Form 2A: Run report 15.30.005 ŀƴŘ ŦƛƭǘŜǊ ƻƴ άwŜƎǳƭŀǊ wŜǾŜƴǳŜǎέ ǘƻ ǎƘƻǿ ǊŜǾŜƴǳŜ ŎƘŀƴƎes in the budget 
submission. 
 
Form 2B: Complete this form, indicating all modified and new fees for each department. 
 
Form 2C: This should be completed for all fees included in Form 2B. 
 
 

Reference Guide for Revenue Budgeting 
1.  

Property Taxes 
 
(Account Lvl 5 Name 4100, Account codes 410110-410999) 

 Business Taxes (Account Lvl 5 Name 4110, Account codes 411110-411310) 

 Other Local Taxes (Account Lvl 5 Name 4120, Account codes 412110-412999) 

 Franchises (Account Lvl 5 Name 4200, Account codes 420630-420640) 
 

Property taxes, business taxes, other local taxes, and franchises are citywide revenue sources budgeted by the 
aŀȅƻǊΩǎ hŦŦƛŎŜΦ 5ŜǇŀǊǘƳŜƴǘǎΣ ŎƻƳƳƛǎǎƛƻƴǎ ƻǊ ŀƎŜƴŎƛŜǎ ǘƘŀǘ ǊŜŎŜƛǾŜ ŀ ŘƛǊŜŎǘ ŀƭƭƻŎŀǘƛƻƴ ƻŦ ŀƴȅ ƻŦ ǘƘŜǎŜ ǘŀȄŜǎ όŜΦƎΦΣ 
property tax or hotel tax) wilƭ ōŜ ƛƴŦƻǊƳŜŘ ōȅ ǘƘŜ aŀȅƻǊΩǎ hŦŦƛŎŜ ƻŦ ǘƘŜ ŀƳƻǳƴǘ ōǳŘƎŜǘŜŘ ŦƻǊ ǘƘŜ ŘŜǇŀǊǘƳŜƴǘΣ 
commission, or agency in BY and BY+1. 
 

2. Licenses and Permits (Account Lvl 5 Name 4200, Account codes 420110-420620; 420710-
420931) 

 Charges for Services (Account Lvl 5 Name 4600, Account codes 460101-473301) 

Licenses, permit fees, and charges for services are budgeted by the department issuing the licenses or permits 
or providing the services. In estimating revenue from these sources for BY and BY+1, departments should review 
trends of the past two years, consider year-to-date receipts as well as current economic information. 
Departments must also keep in mind that the revenue from these sources may not exceed the cost of providing 
the service. If in doubt, departments are encouraged to complete Form 2C Fee Cost Recovery Form to determine 
how much of the cost of the service is being recovered by the fee or charge. 
 
Note: New or modified licenses, permits, or service charges require the submission of Form 2B. 
 

3. Fines, Forfeitures, and 
Penalties 

(Account Lvl 5 Name 4250, Account codes 425110-
425990) 

 Rents and Concessions (Account Lvl 5 Name 4350, Account codes 435110-
439909) 






































































































































